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Functional Analysisof Local Law Enforcement Agencies

Sour ces of I nformation

Representatives of Local Law Enforcement

Alabama Sheriffs’ Association

Alabama Association of Chiefs of Police

Alabama Constitution of 1901

Alabama Gover nment Manual (1998)

Code of Alabama 1975

The Encyclopedia of “ Police Science” by William G. Bailey (1989)

Martin, David. Alabama’s State and Local Government, 3rd edition (1988)

Thomas James D. and William H. Stewart. Alabama Government and Politics (1988)
Timmons, Robert D. “Alabama Sheriffs Association” (1996)

Historical Context of Local Law Enfor cement

The word “sheriff” is of English derivation, a contraction of the word “shire” (county) and
“reeve” (an agent of the king). The Alabama Constitution of 1819 provided that the sheriff
would be elected by the people in each county “for the term of three years. . . and [would] not be
eligible to serve either as principal [sheriff] or deputy for the succeeding years.” Sheriffswere
made subject to impeachment if prisoners were taken from them and lynched. Today, the sheriff
serves aterm of four years and can serve consecutive terms. There is an elected sheriff in each of
Alabama s 67 counties who performs general law enforcement duties and serves judicial writs.
The sheriff is not responsible for automobile accident investigations, which are handled by state
troopers or city police.

The development of modern municipal law enforcement procedures began with the creation of
the London Metropolitan policein 1829. While informal, voluntary, and private systems for
providing police services had existed previously, that year marked the creation of a paid, public,
full-time police force in London and (with the contemporary Sureté in France) the real inception
of modern police administration. Faced with the task of establishing a 1,000-member police
force “from scratch,” Sir Robert Peel relied on the following fundamental principles: (1) the
police should be under government control, (2) the basic mission of the policeis preventing
crime and disorder, (3) the police' s success is dependent upon public approval, (4) the police
should be organized along military lines, (5) securing and training proper persons for the police
forceis essential, (6) police officers should be hired on a probationary basis, (7) police strength
should be deployed in different shifts and precincts, and (8) police officers should employ only
the minimum force necessary when dealing with offenders.

In the late 1800s and early 1900s, a reform movement swept through American police adminis-
tration. Central to these reforms was the idea of government by rational decision-making.
Reformers sought to separate politics from administration and to put police administration in the
hands of trained professionals. Civil service and merit systems were created to guarantee that



personnel decisions were based on objective criteria, rather than on political connection. This
reforming spirit influenced the devel opment of police administration in many states, including
Alabama. During the Constitutional Convention of 1901, among the most controversial and
hard-fought issues were the governor’s impeachment power over the sheriff in lynching cases,
and the question of whether the sheriff should be allowed to serve more than one successive
term. Supporters of the latter measure wanted to keep an experienced man in office; opponents
charged that successive termswould lead to the establishment of a*“courthouse ring,” with the
sheriff more interested in retaining office than in upholding the law.

From the 1960s until the present time, police administration has focused on improving produc-
tivity through more inspired leadership and greater emphasis on improving the conditions and
qualifications of police service. Other areas that have received attention are the analysis and
improvement of police tactics and strategies, and the police agency’ s relationship with its
community, and the increasing importance of forensics work in solving crimes.

Agency Organization

County sheriffs aretheir county’ s chief law enforcement officer and are elected for afour-year
term. They have the authority to appoint a chief deputy, who assists with the office’ s duties and
acts as chief coordinator. The sheriff reports to the county commission. To become a sheriff or
deputy sheriff, an applicant must be not less than 21 years of age, have vision correctable to
normal standards, have normal hearing in each ear; be a citizen of the United States and aresi-
dent of the state of Alabama (or have stated an intention to become one upon being employed);
have a current active Alabamadriver’s license; be free from physical, emotional, or menta
conditions that might adversely affect job performance; have no criminal record (minor traffic
violations are excluded); not, by reason of conscience or belief, be opposed to using force when
appropriate or necessary to fulfill required duties; pass acivil service examination and be certi-
fied by the county’ s Civil Service Commission; meet all Alabama Peace Officer Standards and
Training Requirements; and pass a rigid background investigation (not only of the applicant but
also the applicant’ s family).

Municipal police chiefs are appointed by the town or city government and have general law
enforcement authority within its boundaries, extending to an area of police jurisdiction outside
the corporate limits. Municipal police forces vary in size from one or two officers to large city
departments. To become a police officer, an applicant must possess the same qualifications as a
deputy sheriff, although some police departments do not require applicants to take acivil service
examination. In most departments, any deputy or police officer may perform any departmental
function, whether the assignment isin the corrections field, the court system, or the law enforce-
ment division. As adepartment grows in size and responsibility, it normally develops uniform
procedures that guide officersin discharging their duties.

Agency Function and Subfunctions

The Law Enforcement and Emergency Powers function of Alabamalocal government encompas-
ses all objectives that pertain to preventing, controlling, and reducing crime; enforcing criminal
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law and apprehending criminals, monitoring activities of the courts and related agencies having
criminal jurisdiction; and ensuring public safety. Although certain police activities (such as
enforcing ordinances or directing traffic) relate to the Regulation and Public Services functions,
they are primarily aspects of Law Enforcement and are so treated here. In performing their
mandated function, county and municipal law enforcement agencies engage in the following
subfunctions:

Maintaining Public Order and Security. This subfunction covers most routine depart-
mental patrol activities. County and municipal law enforcement agencies are permitted by statute
(Code of Alabama 1975, Section 36-22-3) to take reasonable precautions against disruptions of
the peace, to apprehend or prevent criminal behavior, to create procedures for dealing with law
violations, to pursue general approaches to the crime problem (deterrence, incarceration, or
rehabilitation), and to inform the public and enlist public support. The sheriff’s or police depart-
ment responds to all complaints and crimes within itsjurisdiction. Officers patrol their “beats’

to protect lives and property. Local law enforcement officers may join security details with other
state or federal officersto guard U.S. or foreign dignitaries. Two specialized activities pertaining
to this subfunction are:

Enforcing local legislation. Asnoted in the functiona analysis of municipalities, muni-
cipal police officers enforce local legidation passed by town or city councils. Such
legislation is designed to abate nuisances or to regulate businesses for compliance with
municipal, state, or federal laws.

Controlling traffic. Police officers and sheriff’s deputies conduct 24-hour road patrols
as one of their routine duties. Periodically, officers may operate radar, direct traffic, issue
citations for traffic law violations, investigate accidents, provide first aid, photograph
accident scenes, notify next of kin, and file statistical reports as required by law. Officers
provide escorts for caravans and oversize motor vehicles. They assist in funera proces-
sions, direct traffic at public functions, and conduct patrols of public parks.

Communicating and Reporting Criminal Activity. Law enforcement officers operate
radio communications to surrounding counties, cities, states, and al county mobile units. Tele-
phone communications may include multi-line systems (both in-watts lines and open lines), civil
defense, and statewide warning points for severe weather warnings. Teletype or computer
systems provide access to all state units of such organizations as the Alabama Criminal Justice
Investigation Center (abbreviated as CJIC), the Alabama Bureau of Investigation’s Criminal
Information Center (CIC), the National Law Enforcement Telecommunications System
(NLETS), and the National Crime Information Center (NCIC).

According to the Code of Alabama 1975, Section 41-9-2, vital information relating to certain
crimesisto be accumulated, stored, analyzed, and disseminated in order to gauge criminal
activity across the state. A uniform crime reporting system has been created for periodically
collecting and anayzing information on crimes committed within the jurisdiction of any criminal
justice agency in the state. Local law enforcement officers feed information about persons they
arrest into the system; in turn, CJIS provides sheriff’ s offices and police departments with
statistical data and individual criminal histories upon request.



Investigating Crime. This subfunction documents law enforcement agency investigations
conducted after suspected or actual violations of the law. If citizen complaints or department
patrol activities indicate that a crime has been committed, the sheriff’s or police department’s
personnel may conduct an investigation. All felonies are investigated; misdemeanors may or
may not require afull investigation. Investigations of suspicious deaths involve the county
coroner, who issues an official certificate of death and files areport with the local law enforce-
ment agency and the district attorney. Juvenile crimes are investigated regardless of whether they
are felonies or misdemeanors. Interna affairsinvestigations of law enforcement personnel are
also included under this subfunction. Local law enforcement agencies may obtain assistance in
investigations from the Alabama Bureau of Investigation (ABI), the Department of Forensic
Sciences (DFS), the Federa Bureau of Investigation (FBI), or other state and federal authorities.

Making Arrests. This subfunction relates to procedures for arresting persons accused of
crimes by local authorities. No person can lawfully be accused, arrested, or detained except for
violations of the law and according to the form prescribed below: If ajudge or magistrateis
satisfied that an offense has been committed, s/he signs awarrant of arrest stating the substance
of the complaint. The warrant isthen directed to the proper law enforcement agent, and the
suspect is arrested. (There are exceptions to the requirement for awarrant, such as when an
offense is committed in the presence of an officer.) Persons charged with misdemeanors may be
released by the officer on their own recognizance, which binds them to appear in court (or, in
certain cases, to pay afine) or face arrest. When someone isindicted for acrime by agrand jury,
the judge issues a bench warrant for hisor her arrest. If the suspect is not aready in custody, a
law enforcement officer will arrest and detain him or her. Anyone charged with, and arrested for,
afeony before an indictment isissued has an absolute right to a preliminary hearing within 30
days of the arrest. Failure to appear will not invalidate the indictment.

Detaining and Booking Offenders. When awarrant has been served, and a suspect is
taken into custody and transported to a county or municipal jail, the booking process begins. The
suspect is processed by an intake officer. Hisor her personal belongings are taken, identified,
and assigned anumber. Fingerprints and photographs are taken at thistime. All the information
taken isinitially entered into the arrest record book, although other records are al'so generated to
document arrest and booking.

Providing Assistanceto the Courts. Both sheriff’s deputies and police officers may
serve as bailiffs for the courts. Officers serve bench warrants and subpoenas, make arrests, and
bring prisoners before the court. They assist officers of the state Board of Pardons and Parolesin
monitoring paroled prisoners, return fugitives from outside the state, secure extradition waivers
on apprehended criminals from outside jurisdictions, and transport prisoners and patients by
order of the court. Law enforcement officers may testify in court, with or without a subpoena.
Their duties may require them to transport evidence to the crime lab for identification and
analysis or to the court. Sheriff’s deputies aso serve origina notices, writs, subpoenas, and
ordersfor al Alabamadistrict and small claims courts; collect judgments under execution, writs,
attachments, and distress warrants, and arrange for the sale of property or the garnishment of
wages and bank accounts as part of these collections.



I ncar cer ating Offenders. The Code of Alabama 1975, Section 11-47-7, states that all

cities and towns shall have the power to establish, erect, maintain, and regulate jails, station
houses, and prisons. Once an offender is sentenced, She isincarcerated in an appropriate mini-
mum-, medium-, or maximum-security correctional facility. Two activitiesinvolved in post-
sentencing incarceration are: (1) determining the type of punishment and care that the offender
may require, and (2) arranging restitution to victims and society. For persons convicted in
municipal court, a sentence cannot exceed one year’' sincarceration in the municipa jal. If a
sentence exceeds one year, the prisoner is transported at the end of that time to the county jail.
Correctional facilities may also be under county jurisdiction, and the sheriff and police chief have
the same responsibility for providing jail security.

Managing Elections. Under Title 17 of the Code of Alabama 1975, the county sheriff has a
number of dutiesin the election process. S/heisamember of the election official appointing
board and notifies officials when they have been appointed. The sheriff also serves public notice
of state and county elections and of any special elections called by the governor. The sheriff’s
office notifies the public of the location of all polling places, delivers election suppliesto voting
places before the polls open, and preserves order during al elections except municipal elections.
For municipal elections, that duty devolves upon the police, who otherwise have no electoral
responsibilities.

Administering Internal Operations. A significant portion of law enforcement
agencies work includes general administrative, financial, and personnel activities
performed to support their programmatic areas. These activitiesinclude:

Managing the agency. Activitiesinclude internal office management activities common
to most government agencies, such as corresponding and communicating; scheduling;
meeting; documenting policy and procedures; reporting; litigating; drafting, promoting,
or tracking legidlation; publicizing and providing information; managing records; and
managing information systems technol ogy.

Managing finances. Activitiesinclude budgeting (preparing and reviewing a budget
package, submitting the budget package to the county commission or city council, docu-
menting amendments and performance of the budget, and reporting on established budget
categories); purchasing (requisitioning and purchasing supplies and equipment, receipting
and invoicing for goods, accounting for expenditures, and authorizing payment for pro-
ducts received); accounting for the expenditure, encumbrance, disbursement, and reconci-
liation of funds within the agency’ s budget through a uniform system of accounting and
reporting; authorizing travel; contracting with companies or individuals; bidding for
products and services; assisting in the audit process; investing; and issuing bonds.

Managing human resour ces. Activitiesinclude recruiting and hiring eligible indivi-
dualsto fill positions within the agency; providing compensation to employees; providing
benefits such as leave, health insurance, unemployment compensation, worker’s compen-
sation, injury compensation, retirement, and death benefits; supervising employees by
evaluating performance, promoting, granting leave, and monitoring the accumulation of
leave; training and providing continuing education for employees; and disciplining.



Managing properties, facilities, and resources. Activitiesinclude: inventorying and
accounting for non-consumable property and reporting property information to the
appropriate authority; constructing buildings and facilities, leasing and/or renting offices
or facilities; providing security for property owned by the agency; insuring property; and
assigning, inspecting and maintaining agency property, including vehicles.



Analysisof Recor d-K eeping Systemsand Recor dsAppraisal of
L ocal Law Enforcement Agencies

Agency Record-K eeping Systems

Local law enforcement agency records are created and maintained in a variety of paper, micro-
graphic, or electronic formats. Most records in paper format are filed in boxes and stored in
department offices. Financial records are likely to be in either paper or computer format. Some
larger agencies microfilm long-term records, such as arrest case files, although not all consis-
tently follow proper micrographic standards. In recent years, afew large sheriff’s and police
departments have moved toward creating almost all records—even those generated from mobile
units—by computer. The American National Standards Institute (ANSI) isworking with law
enforcement agencies to develop standards for this type of system.

Records Appraisal

Three major categories of records are created and maintained by local law enforcement agencies:
Temporary Records, Permanent Records, and Records No Longer Created.

|. Temporary Records

Temporary records require aretention that meets all applicable local, state, and federal require-
ments but are not considered permanent. Those listed here have been added, or revised in
disposition, since the last edition of the RDA.

Jewelry and Pawn Shop Tickets and Reports (3.02). These records were originally appraised
with adisposition of “Retain 2 years following audit.” However, subsequent discussions with
local police departments indicate that the records are merely reports, and copies of tickets, turned
in by pawn shops to document items that have been pawned. Used only for informational pur-
poses, they have no financial component and are not subject to audit. The required retention has
therefore been changed to “ Retain 3 years.”

Coroner’s Records (3.07). These records document the county coroner’ s investigation of any
death that occurred when the subject was not under a physician’s care. The records include
autopsy reports, background files on autopsies, and death certificates. Retention of the recordsis
tied to final disposition of the case. The *Records Management Recommendation” proposed
here does not affect the records' disposition. Rather, at the request of the Attorney Genera’s
Office and the Alabama Coroners’ Association, it reminds departing county coroners that their
records should remain at the coroner’ s office after they retire. Based on the reports we have
received, the loss of such records has become amajor problem in some counties. Text of the
recommendation is as follows:

Records M anagement Recommendation: Under Section 36-12-4 of the Code of Alabama 1975,
“All public officers of this state shall turn over to their successors. . . al current books, papers
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and documents pertaining to the business, affairs or transactions of their office....” The
Alabama Coroners Association reminds retiring county coroners to ensure that copies of al
autopsy reports, investigation files, background files, and other records they created remain with
the coroner’ s office after their departure.

Arrest/Jail Surveillance/Facilities-Building Security Audio/Video Recordings (4.03, 7.02,
and 12.05). Thisrevision updates and standardizes RDA retention periods for several categories
of audio/video recordings used by local law enforcement agencies. For thefirst time, it adds
body cameras to the schedule for arrest recordings (4.03). In the wake of public interest after
incidents in Ferguson and other places, staff reviewed policy on the retention of body camera
records as outlined in discussions by “think tanks,” draft legislation from the ACLU, and existing
procedures of local law enforcement agencies. Unfortunately, major changes in existing dispo-
sition were precluded by Section 11-47-23 of the Code of Alabama, which alows a six-month
statute of limitations for bringing “claims for damages [against municipalities] growing out of
torts.” With this statute on the books, police departments cannot safely destroy any audio or
video recording until the expiration of this statute precludes the possibility of legal action.

L aw Enfor cement Copies of Records Documenting Other Charges, Orders, and Directives
of the Courts—Docket Books (6.02b). These records document the law enforcement agency’s
response to charges, orders, and other directives of the courts. Disposition requirements for the
agency copy of arecord assumes retention of the court system’s copy for the period specified in
the Administrative Office of Courts retention schedules for court records. Added to the sche-
dule, in this edition of the RDA, are docket books kept by the law enforcement agency to track
the receipt of court directives and the agency’ sresponse. Their disposition requirement paralels
that for the individual records document in the docket books.

II. Permanent Records. The Government Records Division recommends the following records
of local law enforcement agencies as permanent:

Maintaining Public Order and Security

Routine patrol activities that result in arrests are permanently documented in records of the
courts. Law enforcement’srole in enforcing local legislation (primarily through abating
nuisances) is reflected in county commission or city council minutes. Statistical information
from law enforcement activity reports impacts upon the departments’ annual budget requests and
final appropriationsin the county or municipa budget.

Communicating and Reporting Criminal Activity

Local, state, and federal police authorities work together to collect, evaluate, and disseminate
criminal intelligence data through a nationwide, continually updated communications network
administered by the National Crime Information Center (NCIC). While the information is con-
stantly in flux, the network itself provides permanent documentation of this vital law
enforcement function.



Investigating Crime

Investigations Files (3.01) (files of permanent historical significance). Prior to disposing of
any investigation files, local law enforcement officials should determine whether any of the cases
relate to public issues of permanent historical significance. The law enforcement agency should
request assistance in evauating the records from a Government Records Division archivist, or
from another qualified state or local historian or archivist. Investigation filesidentified as having
long-term historical significance should be retained by the agency permanently or transferred to a
local library, archives, or historical society under the terms set forth in alocal government
records deposit agreement.

Making Arrests/Detaining and Booking Offenders

Arrests that lead to prosecutions are permanently documented in the records of the courts.
“Approximately 300 arresting and judicial agenciesin Alabama submit criminal history infor-
mation to the [D]epartment [of Public Safety],” which “maintains fingerprint files. . . repeat
offender files and arrest dispositions . . . and provides criminal history information to law
enforcement agencies throughout the nation” (Public Safety RDA, p. 1-7). Information in these
filesis periodically updated, but the arrangement provides permanent documentation of loca law
enforcement’ s arrest and booking function.

Providing Assistanceto the Courts

Sheriff’s Execution Dockets or Ordersof Sale (6.04). These records document the county
sheriff’s execution of court orders for the sale of property sold to satisfy a judgment. Information
available includes the names of the parties, the character of the process, the date and amount of
judgment, the principal and costs collected, the issuing court, and the attorney’ s name. The
docket books (6.04a) are appraised as permanent, but the sheriff is directed to transfer them to
the circuit court when they arefilled. In this edition of the RDA, disposition is aso provided for
sheriff’s department copies of court ordersrelating to the sales. Because the docket books
permanently document the sheriff’s role in executing court orders, the copies are assigned a
retention period of: “Retain for useful life.”

Sheriff’s Sales Books (6.05). These records document the actual, court-ordered sale of property
by the county sheriff. Information available includes a brief description of the property and
process, the date of the sale, the purchaser, and the price. Like those above, these books are
appraised as permanent and earmarked for transfer to the circuit court (Code of Alabama 1975,
Section 36-22-13).

I ncar cerating Offenders

Permanent records of jail administration are discussed below under the Administering Internal
Operations subfunction.



Managing Elections

The only permanent county or municipal election records are the official Records of Election
Results, which are maintained by the county probate office and covered in its RDA.

[11. Records No Longer Created. The following records were formerly created by law
enforcement agencies but are no longer created in the same format.

Managing Elections

Election Officers Certificates (8.02). These records, generally created prior to 1900, certified
that the individuals named acted as inspectors or clerks during elections held in the county.
Such persons were entitled to remuneration as determined by the Code of Alabama. Information
available in these records included the county name; date of the election; precinct and box num-
ber; name, sex, and position of the election officer/inspector/clerk; amount of money the officer
was entitled to; and the sheriff’s signature. The Local Government Records Commission has
directed that all pre-1900 local records be held permanently. Post-1900 records are disposable.
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Permanent Records List
Local Law Enforcement

Investigating Crime

1.

Investigations Files (files of permanent historical significance) (3.01)

Providing Assistance to the Courts

1.
2.

Sheriff’s Execution Dockets or Orders of Sale (6.04)
Sheriff’s Sales Books (6.05)

Administering Internal Operations—-M anaging the Agency

1.
2.
3.

Administrative Policies and Procedures (9.01)
Historical and Publicity Files (9.03)
Websites (9.12)

Administering Internal Operations—-M anaging Finances

1.
2.
3.

Genera Ledgers/Detailed Y ear-End Trial Balances (created after 1975) (10.02b)
Audit Reports (10.04)
Final Grant Project Narrative Reports (10.07b)

Administering Internal Oper ations—-M anaging Human Resour ces

NogahkrowbdrE

Personnel Board Meeting/Hearing Minutes, Agendas, and Packets (11.01)

Employee Handbooks (11.02)

Employee Newsdletters (11.03)

Job Classifications and Pay Plans (11.05)

Annual Reports of Promotions and New Hires (11.10)

Training Records-Training standards, policies, procedures, and publications (11.21a)
“Drug-Free Workplace” Records (11.22)

Records No Longer Created

1.

Election Officers’ Certificates (pre-1900 only) (13.01)
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RDA
10/2015

L ocal Law Enforcement Records Disposition Authority

This records disposition authority (RDA) isissued by the Local Government Records Commis-
sion under authority granted by the Code of Alabama 1975, Sections 41-13-5 and 41-13-22
through -24. It was compiled by the Government Services Division, Alabama Department of
Archives and History (ADAH), which serves as the commission’ s staff, in cooperation with
county sheriffs' and municipal police departments. The RDA lists records created and main-
tained by local law enforcement agenciesin carrying their mandated function and subfunctions.
It establishes retention periods and disposition instructions for those records and provides the
legal authority for law enforcement agencies to implement records destruction.

Alabamalaw requires public officials to create and maintain records that document the business
of their offices. These records must be protected from “mutilation, loss, or destruction,” so that
they may be transferred to an official’ s successor in office and made available to members of the
public. Records must also be kept in accordance with auditing standards approved by the Exami-
ners of Public Accounts (Code of Alabama 1975, Section 36-12-2, 36-12-4, and 41-5-23). For
assistance in implementing this RDA, or for advice on records disposition or other records man-
agement concerns, contact the ADAH Government Services Division at (334)242-4452 or
records@archives.a abama.gov.

Explanation of Records Requirements

This RDA supersedes any previous records disposition requirements governing the retention of
law enforcement agency records. Copies of superseded RDASs and schedules are no longer valid
and may not be used for records disposition.

The RDA establishes retention and disposition instruction for local law enforcement records. It
does not require the creation of any record not normally created in the conduct of agency busi-
ness, although the creation of certain records is required by law enforcement administrative
procedures, work responsibilities, audit requirements, or legislative mandates. Individual sher-
iff’s and police departments may not necessarily create al of the records listed below.

The RDA establishes retention and disposition instructions for records listed below, regardless
of the medium on which those records may be kept. Electronic mail, for example, isa commu-
nications tool that may record permanent or temporary information. Asfor records in any other
format, the retention periods for e-mail records are governed by the regquirements of the subfunc-
tions to which the records belong.

Certain other short-term records that do not materially affect the work of an agency may be
disposed of under thisRDA. Such materialsinclude: (1) duplicate record copies that do not
require official action, so long as the creating office maintains the original record for the period
required; (2) transitory records, which are temporary records created for short-term, interna
purposes that may include, but are not limited to: telephone call-back messages; drafts of ordi-
nary documents not needed for their evidential value; copies of materials sent for informational
purposes but not needed by the receiving office for future business; and internal communications
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about departmental social activities. They may be disposed of without documentation of des-
truction. Other items that may be disposed of without documentation of destruction include: (1)
catalogs, trade journals, and other publications received that require no action and do not docu-
ment government activities; and (2) stocks of blank stationery, blank forms, or other surplus
printed materials that are not subject to audit and have become obsolete.

Any record created by aloca law enforcement agency prior to 1900 shall be regarded as perma-
nent.

Records Disposition Requirements

This section of the RDA is arranged by law enforcement subfunctions and lists records created
and/or maintained by law enforcement agencies as aresult of activities and transactions per-
formed in carrying out those subfunctions. An agency may submit requests to revise specific
records disposition requirements, or to create new requirements for additional records, for the
Local Government Records Commission to consider at its regular quarterly meetings.

1. Maintaining Public Order and Security

No. RecordTitle Disposition

1.01 Activity Reports

a. Annual activity reports. These records document departmental
patrol activities on an annual basis. They take the form of sta-
tistical summaries for each category of crime, misdemeanor, or Retain 2 years.
citation covered in the report.

b. Daily and monthly activity reports. Theserecordsdocument  Retain 1 year.
daily and monthly patrol activities by individual uniformed
officersin response to calls during routine patrol. They provide
statistical summaries of patrol activities on adaily and monthly
basis.

1.02 Alabama Uniform Incident/Offense Reports. These records docu-
ment any incident or offense in which departmental personnel are
involved, regardless of its nature.

Disposition: Retain one copy of 1/0 Report in the Arrest Case File,
according to class of offense, for the following periods after fina dis-
position of the case:

a. Felonies Retain 25 years.

b. Misdemeanors Retain 10 years
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1.02

1.03

Record Title
C. Juvenilefiles
d. Reportsthat do not result in an arrest

e Other copiesof 1/0 reports

Records Documenting Traffic Accidentsand Violations

a. Alabama uniform traffic accident reports. These reports
describe and report traffic accidents that occur within alaw
enforcement agency’ s jurisdiction.

b. Private property accident reports. These records document
traffic accidents that occur on private property. They are often
kept separately from traffic accidents that occur on city streets

C. Alabama uniform traffic ticket and complaint forms. These
are law enforcement copies of tickets issued to motorists for
traffic violations that occur within an agency’ s jurisdiction.

d. Voided Alabama uniform traffic ticket and complaint forms.

These tickets were not issued, due to damage or other factors
that made them unusable. Law enforcement agencies retain
them for verification during audit.

e Alabama uniform traffic ticket and complaint receipt books.
These records document the issuance of Uniform Traffic Ticket
and Complaint booksto law enforcement officers for audit
purposes.

f. UTC (uniform traffic citation) transmittal forms. These
records document each traffic ticket given. The form issent to
the district or municipal court, and a copy is returned to the
department.

0. Warning tickets. These tickets are issued to motorists whose
traffic offenses are not serious enough to warrant an enforceable
citation.
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Disposition

Retain until
subject’sage of
majority.

Retain 10 years.

Retain for use-
ful life.

Retain 5 years.

Retain 5 years.

Retain until
final disposition
of the case.

Retain 2 years
following audit.

Retain 2 years
following audit.

Retain 2 years
following audit.

Retain 30 days.



1.04

1.05

1.06

1.07

1.08

Record Title

Records of Chemical Testsfor Intoxication. These records document
the administration of tests to establish the blood-alcohol content of

motorists stopped on suspicion of drunken driving. They areretained in
avariety of formats, including cards and computerized records systems.

Impoundment and Auction Records. These records document the
seizure or impoundment, and release or sale, of motor vehicles and
other confiscated or unclaimed property taken into custody by law
enforcement officers.

Vehicle Door Damage Waivers. These records document waiving of
damages that may occur when law enforcement officers are asked to
open vehicle doors of motorist who have their locked their keysinside a
vehicle or otherwise cannot gain access.

Recor ds Documenting Non-Traffic Violations

a. Alabama uniform non-traffic citation and complaint forms.
These are law enforcement copies of Uniform Non-Traffic
Citation and Complaint Forms (ARJA 20) issued by law
enforcement officers.

b. Voided Alabama uniform non-traffic citation and complaint
forms. These records maintain accountability for Alabama
uniform Non-Traffic Citation and Complaint Forms (ARJA 20)
that have not been issued, due to error, damage, or, other factors.

Courtesy Security Reminders. These records document the distribu-
tion of courtesy security reminders during patrol operations. Their
purpose is to notify home or business owners of unsafe conditions on
the property, such as unlocked doors, inadequate lighting, etc.
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Disposition

Retain 2 years
or until fina
disposition of
the case, which-
ever islonger.

Retain 2 years
following audit.

Retain 1 year.

Retain 2 years
following audit.

Retain 2 years
following audit.

Retain 1 year.



1.09

Record Title

Parade Permit Application and Permits. These records document the
application for, and issuance or denial of, permits to organizations that
wish to conduct parades within alaw enforcement agency’ s jurisdiction.
Note: If the denial of apermit, or events during a parade, result in crimi-
nal prosecution or litigation, the application and permit should be held
through resolution of the case.

2. Communicating and Reporting Criminal Activity

No.

201

2.02

2.03

Record Title

L aw Enforcement/911 Dispatch Cardsor Log Books. These records
document the assignment of law enforcement, fire, or emergency medi-
cal service personnel to calls for assistance.

Radio/Telephone Recordings. These records document calls for
emergency assistance to alaw enforcement or 911 department dispat-
cher and the agency’ s response. They include recordings of radio com-
muni cations between dispatchers and vehiclesin the field.

a. Recor ded information that does not become part of a casefile

b. Recor ded infor mation that becomes part of a casefile

Law Enforcement Data System (LEDS) Entry Cardsand Valida-
tion Documents. These records document the entry of data on crime
and criminal offenders by local law enforcement agencies into the Law
Enforcement Data System (LEDS) database.
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Disposition

Retain 2 years
following audit.

Disposition

Retain 3 years
after last entry.

Retain 6
months.

Retain until
final disposition
of all casesfor
which recording
provides evi-
dence.

Retain entry
cards and
validation
documents until
corresponding
information on
the database has
been updated or
deleted.



204

2.05

2.06

Record Title

Criminal History Logs. These records document the compilation of
information on criminals or motorists obtained from LEDS and other
criminal data sources. The logs record officers’ requests to the depart-
ment’ s records division for such information. An entry on alog may
include the subject’ s name, date of birth, description, and criminal
history, as well as the date of the inquiry and the initials of the depart-
ment’ s records clerk.

Ex-Felon Registration Records. These records document the registra-
tion (subject to the requirements of Code of Alabama Sections 13A-11-

181 through -185) of ex-criminal offenders who take up residence with-
in acounty. They may include registration books, information on forms
or in computer databases, and registration cards issued to ex-felons. In-

formation in the records may include offenses committed by ex-felons,

time and place of convictions, and places of residence within the county.

Sex Offender Registration Records (2.06). These records document
the registration of persons convicted of specified sexual offenses who
take up residence within a county. Registration (subject to the terms of
Code of Alabama Sections 13A-11-200 through -204) isalifelong
requirement for non-juvenile offenders. The sheriff maintains aregister
of sex offenders and also supplies information on them to the Alabama
Department of Public Safety.
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Disposition

Retain for use-
ful life.

Retain 5 years
after last term
of incarceration
ends. For juve-
niles, retain
until subject’s
age of majority.

Retain 5 years
after offender’s
residencein
county ends.
For juveniles,
retain 10 years
after release or
until subject’s
age of majority,
whichever is
longer.



3. Investigating Crime

No.

3.01

3.02

3.03

Record Title

Investigation Files (including internal affairsfiles). These records
document the investigation of crimesin the community by the sheriff’s
office or police department, as well asinterna affairs investigations of

departmental personnel.

Disposition: Retain case files, according to the class of offense, for the
following period after final disposition of the case, or until verification
of subject’s death:

a. Felonies

b. Misdemeanors

C. Juvenile cases

d. Investigationsthat do not result in criminal charges

Note: Prior to disposing of investigation files, the law enforcement
agency should determine whether any cases relate to public issues of
long-term historical significance. The agency should request assistance
in evaluating the records from an ADAH Government Records Division
archivist, or from another qualified state or local historian or archivist.
Any record having historical significance should be retained by the
agency or transferred to alocal library, archives, or historical society
under alocal government records deposit agreement.

Jewelry and Pawn Shop Tickets and Reports. These records inform
law enforcement agencies of items pawned, thus assisting in the reco-
very of stolen goods.

Annual Pistol Applications and Permits. These records document
applications for, and issuance or denia of, pistol permits within each
local government jurisdiction. Pistol applications must be annually
renewed.
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Disposition

Retain 25 years.
Retain 10 years.

Retain until
subject’ s age of
majority.

Retain 10 years
after expiration
of the appli-
cable statute of
limitations for
the charge or
action.

Retain 3 years.

Retain 2 years
following audit.



3.04

3.05

Record Title

Records of Firearms Sold by Dealers (3.04). These records document
the retail sale of firearmsin each local government jurisdiction. They
are used to determine whether persons may legally purchase firearms,
and also to monitor dealers' compliance with state and federal regula-
tions. It may also include correspondence related to the denial of fire-
arm agpplications due to Brady Bill considerations.

Background Investigation Files. These files document the law en-
forcement agency’ s background investigations of applicants for other
county or municipal positions (i.e., not in law enforcement) or of appli-
cants for positions with other private or governmental agencies.

a. I nvestigation files on applicantsfor non-law enfor cement
county or municipal positions

i Successful applicants

ii. Unsuccessful applicants

Note: If the hiring county or municipal agency, or personnel department,
maintains the original investigation file (either separately or as part of
an employee's personnd file), the law enforcement copy of this record
need be retained only for as long as needed.

b. I nvestigation files on applicantsfor non-county or non-
municipal positions
I Investigations for which afeeis charged

ii. I nvestigations for which no feeis charged
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Disposition

Retain for 20
years (27 CFR
178.129).

Retain 3 years
after separation
of employee.

Retain 3 years
after comple-
tion of inves-
tigation.

Retain 2 years
following audit.

Retain 3 years
after comple-
tion of inves-
tigation.



3.06

3.07

Record Title

Unidentified Latent Prints. These records document prints taken
during law enforcement investigations that are never identified. They
therefore do not result in an arrest or become a part of acasefile.

Coroner’s Records. These records document the county coroner’s
investigation of any death that occurred when the subject was not under
aphysician’scare. Disposition of the recordsis as follows:

a. Autopsy reports. These records document autopsies per-
formed by county coroners or the state Department of Forensic
Sciences.

i Coroner’s copy

ii. L aw enfor cement copy

b. Coroner’sbackground fileson autopsy reports. These are
preliminary notes by county coroners about their investigation of
suspicious deaths; they are used in preparing autopsy reports.

C. Certificates of death (coroner’sand law enfor cement copies).
Officia certificates of death are filed with the state Bureau of
Vita Statistics.

Records Management Recommendation: Under Section 36-12-4 of the
Code of Alabama 1975, “All public officers of this state shall turn over
to their successors. . . al current books, papers and documents pertain-
ing to the business, affairs or transactions of their office....” The Ala
bama Coroners' Association reminds retiring county coroners to ensure
that copies of al autopsy reports, investigation files, background files,
and other records they created remain with the coroner’ s office after
their departure.
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Disposition

Retain until
expiration of
the applicable
statue of limi-
tations for the
charge or
action.

Retain 2 years
after final dis-
position of the
case.

Retain in the
caseinvestiga
tion file for the
period required
(seeitems 3.01a
and 301d).

Retain until
final disposition
of the case.

Retain for use-
ful life.



RDA

10/2015
4. Making Arrests
No. Record Title Disposition
401 Arrest Warrants/Unexecuted Arrest Warrants (law enfor cement

copies). These records document the implementation of written orders,

signed by a magistrate, to apprehend suspected criminal offenders.

Unexecuted warrants cannot be recalled except by action of the court,

even though the statue of limitations for the crime may have expired.

a. Executed warrants Retain until
final disposition
of the case.

b. Unexecuted warrants

Disposition: Retain until executed or recalled by the appropriate
court. After 10 years, ask the court to review unexecuted warrants.
4.02 Arrest CaseFilesand Indices. These records document the arrest and

booking into custody of offenders by departmental personnel.

Disposition: Retain case file, according to the class of offense, for the

following periods after final disposition of the case, or until verification

of subject’s death:

a. Felonies Retain 25 years.

b. Misdemeanors Retain 10 years.

C. Juvenile cases Retain until
subject’ s age of
majority.

d. Arrest casefileindices Retain for the
life of the
indexed
records.

Note: Prior to disposing of arrest case files, the law enforcement agency
should determine whether any cases relate to public issues of long-term
historical significance. The agency should request assistance in evau-
ating the records from an ADAH Government Records Division archi-
vist, or from another qualified state or local historian or archivist. Any
record having historical significance should be retained by the agency or
transferred to alocal library, archives, or historical society under alocal
government records deposit agreement.
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No. Record Title

4.03 Audio/Video Recordings of Arrests. These records are created to
document traffic stops and other interactions between law enforcement
officers and suspected offenders or the public. The seriesincludes, but
isnot limited to: body/vest cameras, in-car/dash cameras, security
recordings, and audio recordings without video.

a.

b.

Recorded infor mation that does not become part of a casefile

Recorded information that becomes part of a casefile

5. Detaining and Booking Offenders

No. Record Title

5.01 RecordsDocumenting Arrest and Booking

a.

Arrest/booking logs. These records document the date and
time of booking of persons taken into law enforcement custody.

Fingerprint cards. Fingerprint cards provide along-term
means of identifying persons arrested and checking their
criminal histories against existing fingerprint files.

Mug shots. Photographs of persons arrested (mug shots) are

also taken at the time of booking.

Indicesto finger prints and mug shots
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Disposition

Retain 6
months.

Retain until
final disposition
of all casesfor
which recording
provides evi-
dence.

Disposition

Retain 5 years,
or until fina
disposition of
all cases docu-
mented in the
log.

Retain 50 years
or until veri-
fication of
subject’ s death.

Retain 50 years
or until veri-
fication of
subject’ s death.

Retain for life
of the indexed
records.



5.01

Record Title

Note: Prior to disposing of arrest and booking records, the law enforce-
ment agency should determine whether any cases relate to public issues
of long-term historical significance. The agency should request assis-
tance in evaluating the records from an ADAH Government Records
Division archivist, or from another qualified state or local historian or
archivist. Any record having historical significance should be retained
by the agency or transferred to alocal library, archives, or historical
society under alocal government records deposit agreement.

6. Providing Assistanceto the Courts

No.

6.01

6.02

Record Title

Bench Warrants and Subpoenas (law enfor cement copies). Bench
warrants alow law enforcement officers to apprehend suspected crimi-
nal offenders who fail to appear in court after posting bond. Subpoenas
areissued to summon to court witnesses to criminal proceedings.

a. Executed warrants and subpoenas

b. Unexecuted warrants and subpoenas

L aw Enfor cement Copies of Records Documenting Other Char ges,
Orders, and Directives of the Courts. These records document all
other charges, orders, and directives issued by the court that require
action by law enforcement officersin reference to specific cases. The
disposition set forth here applies only to the law enforcement copies of
such records and assumes retention of court copies for the periods speci-
fied in schedules established by the Administrative Office of Courts.
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Disposition

Disposition

Retain until
final disposition
of the case.

Retain until
executed or
recalled by the
appropriate
court. After 10
years, ask the
court to review
unexecuted
warrants and
subpoenas.

Retain until
final disposition
of the case.



No. Record Title

6.02 a. L aw enforcement copies of individual charges, orders, and
directives

b. Docket books (used to track receipt of/response to court
directives)

6.03 Exhibitsof Evidence. These records include exhibits of evidencein
law enforcement custody that were not released to their owners.

a. Evidence used in court proceedings. These exhibits become
of the property of the civil or criminal court and must be dis-
posed of by written order of the court, following the provisions
of Section D (Exhibits) of the Court Records Retention Sche-
dules (2009 edition) published by the Administrative Office of
Courts.

b. Evidence not used in court proceedings

6.04 Sheriff's Execution Dockets or Order of Sale. These records docu-
ment the county sheriff’s execution of court orders for the sale of
property. They include both docket books and copies of court orders.
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Disposition

Retain until
final disposition
of the case.

Retain until
final disposition
of all cases
recorded in the
docket book.

Ask the district
attorney and
clerk of the
appropriate
court to review
unreturned evi-
dence 1 year
after final
disposition of
the case.

Retain 1 year
after final dis-
position of the
case and until
written consent
for disposal is
received from
the district
attorney.



No. Record Title

6.04 a. Sheriff’s execution dockets

b. Copiesof court orders

6.05 Sheriff’'s Sales Books. These records document the actual, court-
ordered sale of property by the county sheriff.

7. Incarcerating Offenders

No. Record Title

7.01 Monthly Reportsto the State Department of Corrections. These
reports detail information on the number, race, sex, and physical condi-
tion of prisonersin county or municipal jails; any visits by local hedth
authorities, and other information listed on standard Department of
Corrections forms.

7.02 Recordsof Jail Operations

a. Daily jail censuses, inmaterosters, and related statistical
records. These records (which may vary in title and format
among law enforcement agencies) provide statistical information
on inmates housed in local jails, broken down by such factors as
sex, race, criminal history, and “ state” vs. “county” jurisdiction.

b. Daily shift logs. These records are daily reports of jail activi-
ties, providing arunning chronology of events on each shift.
They document such matters as observation of prisoners,
admission of personsin or out of the facility, daily menus and
dispensing of medications to the prison population, etc.
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Disposition

PERMANENT
Transfer to
circuit court
clerk when
book isfilled.

Retain for use-
ful life.

PERMANENT
Transfer to
circuit court
clerk when
book isfilled.

Disposition

Retain 2 years
following audit.

Retain 6 years.

Retain 1 year



No.

7.02

7.03

7.04

7.05

Record Title

C. Jail surveillance audio/video recordings. These records are
created to monitor the conduct and safety of prisoners during
thelr incarceration.

Recorded information that does not become part of a case
file

Recorded information that becomes part of a casefile

d. Jail visitor records. These records document visitors to pri-
soners a the jail. They may be kept in various formats (cards,
logbooks, eectronic, etc.) and contain such information as: the
date of the visit; the inmate' s name and identification number;
the visitor’ s name, address, and telephone number; the type of
identification given; the name of officer who registered the
visitor; and other comments.

Jail Inspection Records. These records document the periodic inspec-
tion of every county or municipal jail, almshouse, or prison in the state
to ensure the just, humane, economic, and efficient management of
these facilities. Recordsin this series include Department of Correc-
tions Form 914.

Jail Incident Reports. These records document all unusual instances
involving inmates, such as infractions of jail rules, and subsequent
actions taken by guards or other law enforcement personnel.

Feeding Prisoners Account Books. These records document the
amount paid to the law enforcement agency by the State of Alabamafor
feeding prisonersin county or municipal jails.
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Disposition

Retain 6
months.

Retain until
final disposition
of all casesfor
which recording
provides evi-
dence.

Retain 5 years
after release of
inmate.

Retain 2 years
after the date of
inspection. For
cities and towns
of lessthan
10,000 people,
retain 10 years
after date of
inspection.

Retain 5 years
after release of
inmate.

Retain 2 years
following audit.



7.06

7.07

Record Title

Records of I ncarceration (Inmate Files). These records document the
incarceration of individual inmatesin county or municipal jails. Basic
information in the files includes. inmate’ s name and description, char-
ges, order and date of commitment, and order and date of release. Other
records documenting incarceration may include: cards or logs summa-
rizing an inmate’' s criminal history, medical files, persona property
receipt/ disposal forms, request forms (such as requests to deduct money
from inmate accounts), complaint forms and agency responses, and
court information files. Disposition of the recordsis as follows:

a. Inmate medical files (records documenting medication issued
to individual inmates and medical care provided to them by
doctors, dentists, or nurses)

b. All other records

Inmates’ Personal Property. Thisitem provides for the disposition of
clothing and other personal belongings taken from prisoners at the time
of their incarceration. It covers articlesthat, for whatever reason, cannot
be returned to prisoners or their families after their incarceration ends.

It does not pertain to articles that become evidence in court (see RDA
item 6.03).
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Disposition

Retain 10 years
after the term of
incarceration
ends.

Retain 5 years
after the term of
incarceration
ends.

Retain 1 year
after release of
inmate.



8. Managing Elections

No. Record Title

8.01 Ballotsand Poll Lists (sheriff’sdepartment only). These records
document the conduct of elections in the county but are not the official
results of the election (which are filed as permanent records with the
county probate judge). They include ballots, voter poll lists, and
clerks s poll lists.

Disposition: Retain 6 months after an election, unlessthe election is
contested. For elections with afederal race on aballot, retain 22
months after the election. If the election is contested or resultsin liti-
gation, retain until contest is resolved, litigation is terminated, and all
appeal processes are exhausted. After an election, “return all unused
absentee election materias to the Secretary of State, along with an
itemized, signed statement showing the description and quantity of each
item of absentee election materials not utilized by the county or munici-
pality in the election just concluded” (Code of Alabama 1975, Section
17-10-24 [1996]).

Note: Other records of county election administration are covered in the
RDA for county probate offices.

9. Administering Internal Operations—-Managing the Agency

No. Record Title

9.01 Administrative Policies and Procedures. These records document the
formulation of policy or rule-making decisions by the law enforcement

agency.

9.02 Administrative Reference Files. These records include materials not
created by the law enforcement agency; they serve only as a reference
source of information on law enforcement issues.
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Disposition

Disposition

PERMANENT

Retain for use-
ful life.



9.03

9.04

9.05

9.06

9.07

9.08

Record Title

Historical and Publicity Files. These recordsinclude news releases,
newsletters, brochures, periodicals, photographs, videotapes, audio-
tapes, speeches, and public service announcements created by law
enforcement or agencies.

Disposition: PERMANENT. Retain in office or transfer to alocal
library, archives, or historical society under the terms of alocal govern-
ment records deposit agreement.

Correspondence

a. Administrative correspondence. This correspondence docu-
ments the formulation of policy, rule-making, or administrative
decisions by the sheriff, chief of police, or other law enforce-
ment personnel. It may also include correspondence on policy
or administrative issues with county or municipal officials and
state or federal law enforcement agencies.

b. Routine correspondence. This correspondence documents the
day-to-day conduct of law enforcement operations. It does not
relate to policy- or rule-making decisions.

Attorney General’s Opinions. These records document opinions of
the Attorney General regarding questions posed by law enforcement
officials.

Legal Case Files. These records document lawsuits involving the law
enforcement agency.

Mailing Lists. These records include various standard lists of names
and addresses for the purpose of office mail-outs.

Mail, Telephone, and Fax Machine Logs. These records are lists of
telephone and fax machine contacts and related data.

29

RDA
10/2015

Disposition

PERMANENT

Retain 3 years.

Retain until
superseded,
obsolete, or no
longer useful.

Retain for 6
years after the
caseis closed.

Retain for
useful life.

Retain for
useful life.



9.09

9.10

911

Record Title

Calendars. These records include desk calendars and other scheduling
devices for law enforcement personnel.

Recor ds M anagement Documentation

a.

Recor ds documenting implementation of the agency’s
approved RDA. These records include records management
plans, records inventories, finding aids, and destruction notices.

Copy of approved RDA. The RDA provides legal guidelines
for the disposition of law enforcement records. The sheriff or
police chief should maintain a signed copy of the RDA and
distribute copies to other agency divisions as needed.

L ocal government recor ds deposit agreements. These records
are formal agreements executed by the law enforcement agency
so that alocal repository (library, archives, or historical society)
may accept physical custody of long-term records. They in-

clude inventories of recordsin the repository. (Note: Deposit
agreements must be approved by the Local Government Records
Commission. For information, contact ADAH.)

Recordsrequest forms. Departments may ask visitors who
wish to examine records to complete an identification form
before providing access. Information in such forms may include
visitor’s name and contact information, date and time of request,
records requested, reason for request, and staff comments.

Computer Systems Documentation. These files include hardware and
software manuals and diskettes, and warranties.

Disposition: Retain former system documentation 2 years after the
audit period in which the former hardware and software no longer exist
anywhere in the agency, and all permanent records have been migrated
to the new system.
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Disposition

Retain for
useful life.

Retain 2 years
following audit.

Retain 2 years
following audit.

Retain 10 years
after termina-
tion of the
agreement.

Retain 2 years
following audit
or until any
resulting litiga-
tion is conclu-
ded.



No. Record Title

9.12 Websites. Websites are developed to provide information to the public
on departmental policies, programs, services, and administration, as well
as public safety issues.

10. Administering Internal Operations—Managing Finances

No. Record Title

10.01 Budgeting Records. These records document preparing a budget
request package for the county commission or municipal council,
reporting the status of funds, requesting amendments of allotments,
and reporting program performance.

a.

Departmental budget estimates and requests. These records
contain information submitted by the law enforcement agency to
the county or municipal government during budget preparation.

Recor ds documenting budget performance during the
budget cycle. These records include budgeted vs. actual
revenue/expense reports, investment reports, encumbrance
reports, etc.

10.02 Accounting Records

a.

Routine accounting records. These are records of original
entry or other routine accounting transactions, including jour-
nals, registers, ledgers, receipts, bank statements, deposit dlips,
canceled checks, and other supporting documentation.

Note: Disposition for grant-related accounting recordsis
provided under RDA item 10.07.

General ledgersand detailed year-end trial balances. These
arerecords of final entry for all financial transactions: collecting
revenue, purchasing, administering state and federal funds, and
general accounting.
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Disposition

PERMANENT
Preserve a com-
plete copy of
the website
annually, or as
often as signifi-
cant changes
are made.

Disposition

Retain 2 years
following audit.

Retain 2 years
following audit.

Retain 2 years
following audit.



No.

10.02

10.03

10.04

10.05

10.06

10.07

Record Title

Records created prior to 1975

Records created in or after 1975

Purchasing Records. These records document the requisitioning and
purchasing of supplies and equipment, receipting and invoicing for
goods, and authorizing payment for products.

Audit Reports. These records document the law enforcement agency’s
overdl financial conditions and the findings of the Examiners of Public
Accounts (sheriff’ s departments) or an independent auditor (police
departments) during each audit period.

Contracts, L eases, Franchises, and Agreements. These records
document the negotiation, fulfillment, and termination of all contracts,
leases, franchises, and agreements entered into by the law enforcement
agency, including final contracts that are subject to the bid process.

Records of Formal Bids. These records document the bid process,
including the law enforcement agency’ s requests for proposals and
unsuccessful responses from service vendors.

Grant Project Files. These records document the agency’s application
for, and conduct of, grant projects funded by local, state, federal, or
private sources. Disposition is asfollows:
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Disposition

PERMANENT

Retain 10 years
after the end of
the fiscal year
in which the
records were
created.

Retain 2 years
following audit.

PERMANENT

Retain 10 years
after expiration
of the contract
(Code of Ala-
bama 1975,
Section 6-2-33).

Retain 7 years
after the date
bids were
opened (Code
of Alabama
1975, Section
41-16-4e).



10.08

Record Title

a. Financial records, interim narrativereports, and supporting
documentation. These records include background materials,
financia reports, interim reports and other supporting documen-
tation for grants that have been awarded. Alsoincluded are
records relating to rejected grant applications.

b. Subsidiary financial records. These records include account-
ing or purchasing records and any other subsidiary financial
documentation of federal grants, excluding financial reports (see
federa rule 1354.)

C. Final narrativereports. Final narrative reports are submitted
according to the requirements of the funding agency. They sum-
marize the goals of the grant, how the money was used, and
what was accomplished.

Travel Records. These records document requests by law enforcement
personnel for authorization to travel on official business, and related
materials such as travel reimbursement, forms, and itineraries.
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Disposition

Retain 6 years
after submis-
sion of final
financia report
or denia of
application.

Retain 3 years
after submis-
sion of final
financial report.

PERMANENT

Retain 2 years
following audit.

11. Administering Internal Operations—-M anaging Human Resour ces

Note: Some records listed here will be maintained only by law enforcement agencies that conduct

No.

11.01

11.02

their own personnel administration.

Record Title

Personnel or Pension Board Meeting/Hearing Minutes, Agendas,
and Packets. These records document meetings, policies, and actions
taken by the law enforcement agency’s personnel or pension board,
along with the agenda of topics to be discussed at the meeting and any
attachments or other documents provided to board members.

Personnel or Pension Board Hearing Files. These records document
various types of hearings held by the department’ s personnel or pension
board, such as demotion hearings, hardship rules hearings, grievance
hearings, dismissal appeals, discrimination appeals, layoff appeals,
pension-related disputes, and citizen complaints.
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Disposition

PERMANENT
(Code of Ala-
bama 1975,
Section 11-44-
22).

Retain 6 years
after board's
decision and
settlement of all

appeals.



11.03

11.04

11.05

11.06

11.07

Record Title

Employee Handbooks. These records provide guidance to new law
enforcement employees about personnel rules, policies, and procedures.

Employee Newdletters. These records are internal newsletters created
for law enforcement agency employeesin order to communicate per-
sonnel policies, news of important events, and information about
individual employees.

Job Classifications and Pay Plans. These records document job clas-
sifications for al positions covered by the law enforcement agency’s
personnel system. They include the title, qualifications, duties, and pay
range for each position.

a. L aw enfor cement agenciesthat conduct their own per sonnel
administration

b. L aw enfor cement agencies whose personnel administration
Isconducted by another county or municipal department

Examination Records. These records document the development and
administration of examinations for employment in department positions.

a. Examination history files. These files document the devel op-
ment of employment examinations. They include question-
naires, comparison studies, final copies of examinations, and job
announcements.

b. Examination administrativefiles. These records document the
administration of examinations to applicants for positions. They
include rating forms, answer sheets, and lists of applicants.

Certification Records. These records document the process of certi-
fying applicants for employment. They pertain to individuals deemed
qualified for department positions after submitting an application and
taking an employment examination.
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Disposition

PERMANENT

PERMANENT

PERMANENT

Retain 4 years
after position is
reclassified

Retain 1 year
after examina
tionisno
longer in use.

Retain 3 years.



11.07

11.08

11.09

Job Recruitment Materials. These records document efforts by the
law enforcement agency to advertise positions and attract qualified

Record Title

Employment registers. Theserecords are lists of individuals
declared qualified for certain positions. They include job classi-
fications, names of eligible applicants, and their ranking on the

certification list.

Employee certification files. These records document the cer-
tification process with individual job applicants. They include
questionnaires, training and experience records, grades, notifica-
tions, and returned postcards and | etters.

personnel.

Employment Applications. These records are applications by
individuals for employment in law enforcement agency positions.

a.

Successful applications

Unsuccessful applications

Supplemental data forms. Information on these formsincludes
the job applicant’s name, Socia Security number, date of birth,
race, gender, and recruitment source. The form may be sepa-
rated and filed separately from other information on the employ-
ment application.

-9 Forms. These federal forms are used to verify that persons
seeking employment are eligible to work in the United States.
Disposition of the agency’s copy is provided by 8 CFR274.a.2.
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Disposition

Retain 1 year
after super-
seded.

Retain 3 years.

Retain 2 years
following audit.

Retainin
employee
personne file.

Retain 3 years.

Retain 6 years
after employee
separation or 3
years after an
unsuccessful
application.

Retain 3 years
after employ-
ment or 1 year
after termina-
tion, whichever
islonger.



11.10

11.11

11.12

11.13

11.14

Record Title

Equal Opportunity Employment Commission Files. These records
document the agency’ s compliance with regulations established by the
federal Equal Employment Opportunity Commission.

Note: “Whenever a charge of discrimination has been filed, or an action
brought to the Attorney General{retain] until final disposition of the
charge or action” (29 CFR 1602.31, 1602.20).

Employee Personnel Files. These records document each law enforce-
ment employee’ swork history; they are generally maintained as case
files. The files may include information on employee background
checks, training, performance eva uations, disciplinary actions, promo-
tions and demotions, awards, leave, and saary.

Employee Work Schedules. These records document the daily and
weekly work schedules of all law enforcement employees.

Annual Reports of Promotions and New Hires. These records sum-
marize overall law enforcement personnel activity and turnover during
the year. They may aso include reports of employee retirements, resig-
nations, and terminations.

L eave and Attendance Recor ds. These records document the atten-
dance and leave status of law enforcement personnel, both generally and
for individual employees.

a. Individual employee leave and attendance records (including
time sheets). These are records documenting hours worked,
leave earned, and leave taken by individual employees.

b. Employee cumulative leave/attendance records. These
records document the final leave status (cumulative leave) of
individual employees.

C. Employee sick leave donation records. These records docu-
ment the donation of sick leave to their colleagues by law
enforcement employees.
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Disposition

Retain 3 years.

Retain 6 years
after separation
of employee.

Retain 2 years
following audit.

PERMANENT

Retain 2 years
following audit.

Retain 6 years
after separation
of employee.

Retain 2 years
following audit.



11.15

11.16

Record Title

Payroll Records. These records document law enforcement agency
payrolls, aswell as pay status and payroll deductions for individual
employees.

a.

Annual payroll earnings reports/recor ds documenting
payroll deductionsfor tax purposes (wage and tax state-
ments). These are summaries of employees earnings during a
fiscal year, including al deductions and federal Form 941.

Recor ds documenting law enfor cement payrolls. These
records include pre-payroll reports, payroll check registers,
payroll action forms, payroll/overtime certification reports, etc.

Recor ds documenting payroll deduction authorizations.
These records document payroll deduction authorizations for
taxes (including W-4 forms), retirement contributions, and
similar deductions withheld from the pay of individual
employees.

Recor ds documenting payroll deductions. These records
document taxes (including W-2 forms), retirement contributions,
and all other deductions withheld from the pay of individual
employees.

Employee “ cafeteria plan (flexible benefits) records. These
records document salary-reduction type plans authorized by the
U.S. Interna Revenue Service, Section 125.

General Information About the Plan

Employee Applications, Correspondence, Enrollment Cards
and Files

Employee | nsurance Program Enrollment and Claims Files. These
files document the law enforcement agency’ s efforts to assist employees
and their dependentsto enroll in health/life insurance programs, in
accordance with established guidelines.

a.

General information on the program
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Disposition

Retain 50 years
after the end of
thetax year in
which the
records were
created.

Retain 2 years
following audit.

Retain 6 years
after separation
of employee.

Retain 2 years
following audit.

Retain until
superseded.

Retain 6 years
after termina-
tion of the plan.

Retain until
superseded.



11.16

11.17

11.18

11.19

11.20

11.21

Record Title

b. Employee applications, correspondence, and enrollment
cardsand files

C. Employee claimsfiles

Workman’s Compensation Insurance Claim Files. Thesefiles
document al claims pertaining to work-related injuries or diseases made
by law enforcement employees (see Code of Alabama 1975, Section 25-
5-4).

Unemployment Compensation Records. These records provide
documentation on law enforcement employee claims for unemployment
compensation.

Employment Assistance Program Files. These are administrative
records documenting the referral of employees to various assistance
programs and subsequent services provided.

Family Medical Leave Act (FMLA) Records. These records docu-
ment administration of the Family Medical Leave Act program, include
leave taken, premium payments, employer notices, and correspondence.

Training Records. These records document in-service training and
professional development for law enforcement personnel. They do not
include materials obtained from outside sources.
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Disposition

Retain 4 years
after termina-
tion of the
program or
separation of
employee.

Retain 2 years
following audit.

Retain 12 years
after the end of
the fiscal year
in which the
transaction
occurred.

Retain 2 years
after the audit
period in which
the transaction
occurred.

Retain 2 years
after the audit
period in which
the transaction
occurred.

Retain 2 years
following audit.
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No. Record Title Disposition

11.21 a. Training standards, policies, procedures, and publications. PERMANENT
These records document the law enforcement agency’ s overall
standards, policies, and procedures in providing specialized
training to its employees. They may include general policy
statements or guidelines, training manuals, or related publica-
tions.
Note: Permanent retention appliesto the file copy. Duplicates
may be destroyed when no longer needed.

b. Training administrative files. These records document the Retain for use-
process of conducting training for employees. They may include ful life.
individual lesson plans, audiovisual presentations or materials,
lists of attendees at workshops or training sessions, sign-in
sheets, unpublished handouts, and appraisals of training comple-
ted by participants.

11.22 “Drug-FreeWorkplace” Records. These records document the law
enforcement agency’ s substance abuse policies and programs, as well as
drug and alcohol testing of employees. Under the federal Americans
With Disabilities Act, such medical-related records may not be included
in Employee Personnel Files. They are generally governed by the
requirements of 49 CFR Ch. VI 655.71 (10-1-05 edition). The types of
records to be maintained include:

Retention periods for “ Drug-Free Workplace” records are as follows:
a. Drug/alcohol abuse policy and procedures documentation PERMANENT

b. Positive employee drug or alcohol test results, documenta- Retain 5 years.
tion of employee refusalsto take tests, documentation of em-
ployeereferralsand treatment in substance abuse programs,
copies of annual MISreportssubmitted to FTA

C. Recor dsrelated tothecollection processand employeetraining Retain 2 years
d. Negative employee drug or alcohol test results Retain 1 year.
11.23 Federal Form 1099. Thisform isused to report various kinds of in- Retain 2 years

come, other than salary, that must be reported for federal tax purposes.  following audit.
It may be issued by the county to contract workers, or other temporary
workers, who provide services but are not on the regular payroll.
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12. Administering Internal Operations—-M anaging Properties, Facilities, and
Resour ces

No.

12.01

12.02

12.03

12.04

12.05

Record Title

Annual Inventory Records. These records document all personal
property, equipment, or capital outlay of the law enforcement agency
on an annual basis.

Receipts of Responsibility for Property. These records document the
temporary use or possession of law enforcement agency property by
employees.

FacilitiesBuilding Maintenance Work Orders. These records
document routine maintenance activities in law enforcement buildings
or other facilities.

Facilities/Building Inspection Records. These records document the
routine safety and maintenance inspection of law enforcement buil-
dings, facilities, and such potentially dangerous items as furnaces,
elevators, electronic doors, etc.

Facilities/Building Security Records (including staff and visitor
logs). These records document law enforcement agency’ s efforts to
provide security to members of the public using its buildings and facili-
ties, aswell asto monitor the admission of staff and visitorsto these
areas. They may include sign-in sheets for visitors, staff swipe card
logs, dlarm system log sheets, and records documenting responses to
alarms or emergencies.

a. Security monitoring or responserecordings

Recorded information that does not become part of a
casefile

Recorded information that becomes part of a case
file

Disposition: Retain until final disposition of al cases
for which the recording provides evidence.
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Disposition

Retain 2 years
following audit.

Retain until
return of item
to property
manager.

Retain 1 year.

Retain 5 years.

Retain 6
months.



12.05

12.06

12.07

12.08

12.09

Record Title

b. All other records

Motor Pool Use Records. These records document use of police or
emergency vehicles by agency employees. They include gasoline

usage records.

Vehicle and Equipment Owner ship and Maintenance Files. These
records document the ownership and maintenance of all vehicles or
other equipment owned or operated by the law enforcement agency.
They may includetitles, bills of sale, repair records, and related corres-

pondence.

a. Owner ship records (titles, bills of sale, etc.)
Disposition: Retain 2 years following the audit period in which
equipment or vehicle is removed from inventory.

b. Maintenance files (work orders, repair records, and related

financial records)

Parking Records. These records document the use of parking faci-
lities by law enforcement employees or visitors. They may include
parking permits, cards, and applications for these items.

a. When parking feeis char ged

b. When no parking feeis charged

L ong-DistanceTelephonel ogs. Theserecordsdocument useof thelaw
enforcement agency’ slong-distance tel ephone systemsby its employees

during working hours.
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Disposition

Retain 3 years.

Retain 2 years
following audit.

Retain 2 years
following audit.

Retain 2 years
following audit.

Retain 1 year
after permit
expires.

Retain 2 years
following audit.
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No. Record Title Disposition
12.10 Insurance Policies. These records document all insurance policies Retain 10 years
carried by the law enforcement agency on its equipment or property. after the end of
the fiscal year
in which the
policy was ter-
minated.
13. Records No Longer Created
13.01 Election Officers Certificates. Theserecords, generally created prior
to 1900, certified that the individuals named acted as inspectors or
clerks during elections held in the county. Disposition is as follows:
a. Post-1900 certificates Retain 2 years

following audit.
b. Pre-1900 certificates PERMANENT

Note: These records, which are no longer created, may be transferred to
alocal library, archives, or historical society under the terms of alocal
government records deposit agreement.

42



RDA
10/2015

Requirement and Recommendations for | mplementing the L ocal
L aw Enfor cement Records Disposition Authority

Requirement

Under the Code of Alabama 1975, Section 41-13-23, “no county, municipal, or other local
government official, shall cause any . . . record to be destroyed or otherwise disposed of without
first obtaining the approval of the local government records commission.” This RDA constitutes
authorization by the Local Government Records Commission to dispose of records as stipul ated,
with the condition that the responsible official must submit aLocal Government Records Des-
truction Notice to the ADAH Government Services Division to document the destruction. The
ADAH, which serves as the records commission’s staff, retains local records destruction docu-
mentation as a permanent record. For more information, see the ADAH procedural |eaflet
Records Destruction Procedures for Alabama Local Governments.

Recommendations

In addition to authorizing a procedure for legally destroying temporary law enforcement records,
the Local Government Records Commission urges the following activities as part of a quality
record-keeping program that will meet legal and public service needs of the law enforcement

agency:

The sheriff or chief of police, or adesignated records officer, should be responsible for: ensuring
the regular implementation of this RDA, maintaining records in compliance with national and
state standards, and coordinating the destruction of disposable records.

Permanent records in the agency’ s custody will be maintained under proper intellectual control
and in an environment that will ensure their physical order and preservation. In addition to
records appraised as permanent in the RDA, the Local Government Records Commission has
directed that any record created before 1900 shall be regarded by the agency as permanent.

Destruction of temporary records, as authorized in this RDA, should occur agency-wide on a
regular basis—for example, after the successful completion of an audit, at the end of an admini-
stration, or at the end of afiscal year. Despite the RDA’s provisions, no record should be des-
troyed that is necessary to comply with requirements of the state Sunset Act, audit requirements,
or any legal notice or subpoena. When records series are combined, the combined record should
be maintained for the longest retention period applicable to the original series combined.

The sheriff’ s office or police department should maintain full documentation of any computer-
ized record-keeping system it employs. It should develop procedures for: (1) backing up all per-
manent records held in electronic format; (2) storing a back-up copy off-site; and (3) migrating
al permanent records when the system is upgraded or replaced. If the agency chooses to maintain
arecord solely in electronic format, it should employ an electronic records management system
that is capable of tying retention and disposition instructions to records in the system and of
purging temporary records when their retention period expires. The agency is committed to
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funding any system upgrades and migration strategies necessary to ensure the record’s preser-
vation and accessibility for the period legally required.

Microforms of permanent records should conform to quality standards set by the American
National Standards Institute (ANSI) and the Association for Image and Information Management
(AIIM). Under the Code of Alabama 1975, Sections 41-13-40 through -44, microfilm of public
records, “when duly authenticated by the custodian thereof, shall have the same force and effect
at law as the original record....” No microfilmed record may be legally destroyed “until the
microfilm copy has been processed and checked with the original for accuracy.” Government
Services Division staff may examine agency microfilm for compliance prior to destruction of the
original records.

Electronic mail may contain permanent, temporary, or transitory record information. Although
e-mail records can be printed out, filed, and retained according to the RDA’s requirements, the
agency should preferably employ an electronic records management system capable of sorting
e-mail into folders and archiving messages having long-term value.

The law enforcement agency should notify the ADAH Government Services Division if a new
records officer is appointed or if other significant changes occur in records storage conditions or
records management procedures. It may also contact the division to request revision of this
RDA. Normally, RDA revisions will be submitted to the Local Government Records Division
every two years. ADAH Government Services Division staff will notify the agency of any
changes in record-keeping requirements approved by the Local Government Records Commis-
sion that apply to law enforcement agencies on a statewide basis.

The staff of the Local Government Records Commission may examine the condition of
permanent records maintained in the law enforcement agency’s custody and inspect records
destruction documentation. Government Services Division archivists are available to instruct
agency staff’ in RDA implementation and otherwise assist the agency in implementing its records
management program.

The Local Government Records Commission adopted this Records Disposition Authority on
October 21, 2015.

e Wl /2ol

Steve Murray, Chairman Date
Local Government Records Commission

By signing below, the agency acknowledges receipt of the retention periods and requirements
established by this Records Disposition Authority.

Sherift/Chief of Police Date

Name of Law Enforcement Agency

44



	Law1
	Law2

