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PURPOSE 
This directive aims to establ ish policies regarding records maintenance by the Houston 
Independent School District  Police Department. This directive applies  to al l  Houston 
Independent School District  Police Department Personnel.  
 

PRIVACY AND SECURITY GUIDELINES 
All  records f i led in the Records Divis ion wi l l  be monitored by personnel.  
 
Juvenile cr iminal records wi l l  be kept separate from adult  cr iminal records.  
 
Only the Business Operations Unit  personnel wi l l  access a l l  records,  inc luding 
personnel f i les and offense reports.  
 
Only the Business Operations Unit  personnel  wil l  have the authorization to record the 
storage room 24 hours a day. After-hours access to central  is  by authorizat ion of the 
Chief of Pol ice or des ignee and is  regulated by strict  key control.  
 
Col lection, dissemination, and retention of f ingerprints,  photographs,  and other  
ident if ication pertaining to juveni les wil l  be in accordance with state law.  
 
Department f i les wi l l  be kept in areas away from public access.  
 
Juvenile and adult  records are stored through an electronic  records management 
system (ARMS and Central  Square).   
 
The HISD Police Department wil l  expunge/seal al l  juveni le records upon receiving a 
signed court order  from the judge via  cert if ied mail .  The department has s ixty days to  
respond to the court advising whether or not we have any records on said juvenile .  
  
Department records wil l  be released only in  accordance with state  law.  
 

RELEASE OF POLICE RECORDS 
Requests for records wil l  be processed in accordance with distr ict  policy and state and 
federal  laws. Cit izens request ing records wil l  receive only the publ ic information copy 
(page one) of the HISD report.  
 

UNAUTHORIZED DISCLOSURE OF POLICE-RELATED INFORMATION 
Any departmental  employee who releases police-related non-public information to any 
person not authorized to receive it  wil l  be subject to discipl inary act ion, inc luding 
termination and cr iminal charges for misuse of such information. This inc ludes 
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information pertaining to Criminal Investigations,  Background Investigations,  Gang 
Investigations,  Internal Affairs Investigations,  and Criminal History checks.   
 

PROCEDURES FOR VIEWING/RECEIVING HISD FILES 
Cit izens requesting to receive or review or  receive department f i les must or personnel  
request ing to view HISD Personnel f i les  must submit an Open Records Request  form. 
The Business Operations Unit  wil l  assist  any cit izen request ing information.   
 
Department personnel  requesting to review their  personnel or internal  affairs records 
wil l  do so in writ ing. The employee wil l :    
 

a)  Contact the Support Services Captain via email  or written request.  
 
b)  Employees must sign the Records Review Log (Business Operations).  
 
c)  The Support Services Commander or designee wil l  schedule  a day and 

t ime to access the f i le .  
 
d)  The Support Services Commander or designee must be present during the 

viewing of the f i le.  
 
e)  The Support Commander must place a copy of  the request in the employee 

f i le for documentation that a “viewing” by the employee has occurred.  
 

RECORDS RETENTION SCHEDULE 
The department records retention schedule wi l l  be in accordance with HISD 
administrat ive policies:  
 

a)  Individual employee folders wi l l  be retained for the duration of  
employment plus f ive years;  

 
b)  TCOLE mandated personnel and tra ining f i les wil l  be retained separately  

in the Training Unit  for the duration of employment. Upon retirement,  
the records wil l  be combined and retained indef initely.  

 

DATA SUBMISSION TO NCIC / TCIC / TLETS 
The HISD Police Department wil l  comply with al l  rules and regulations regarding 
col lecting and submitt ing crime data to TLETS (Texas  Law Enforcement 
Telecommunications System), NCIC (National Crime Information Center),  TCIC (Texas  
Crime Information Center),  and GRITS (Gang Related Information Tracking System).  
 

REPORT ACCOUNTABILITY 
The HISD Police Department wil l  ensure that  procedures are in place to account for the 
status of inc ident reports.  
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INCIDENT REPORTING WITHIN HISD RELATED JURISDICTION 
The fol lowing types of  incidents must be reported:  
 

a)  Cit izen reports of cr imes 
 
b)  Cit izen complaints  
 
c)  Incidents result ing in an employee being dispatched or assigned 
 
d)  Criminal and non-criminal  cases in it iated by law enforcement employees 
 
e)  Incidents involving arrests,  c itat ions,  or summons 

 

REVIEW OF REPORTS 
Supervisors wil l  review reports to ensure accuracy and that procedures  required by the 
police report system are being fo l lowed.  
 

REPORT DISTRIBUTION 
Reports wil l  be routed to the Business  Operations Off ice for processing. Any report  
detai l ing s ituat ions of  special  interest or involving the media wi l l  be forwarded to the 
Office of the Chief of Police.  
 

MASTER NAME FILE 
An alphabet ical  Master Name Index is  maintained through the Records Management 
System. 
 

INDEXED RECORDS 
The department wi l l  maintain or have access to indexed records covering:  
 

a)  Incidents by type 
  
b)  Incidents by locat ion 
 
c)  Stolen, found, recovered, and evidentiary property.  

 

INCIDENT NUMBERING SYSTEM 
The HISD Police Department uti l i zes a unique numbering system for police reports 
generated for inc lus ion in the HISD computer database. The system provides provisions 
for the assignment for the unique number for every case. The numbering system is 
designed to ensure that al l  cases receive a  number,  that no numbers are  omitted, and 
that no numbers are dupl icated.  
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MUNICIPAL/HISD PD CITATION BOOK MAINTENANCE 
Munic ipal/HISD PD traff ic  and non-traff ic  c itation books wil l  be maintained in 
accordance with the fol lowing procedures to include:  
 

a)  Issuing of citation forms to off icers;  
 
b)  Account ing for c itations;  and 
 
c)  Storing citations in a secure area.  

 
Upon signing out a citation book, police off icers wil l  fol low the fol lowing procedures:  
 

a)  Officer f i l ls  out the top “Issue Card” of the c itation book and returns it  to  
the Court L iaison Clerk in the Business Operations Office.   

 
b)  Al l  c itat ion books are stored and secured in a f i le cabinet in the Business  

Operations Office.  
 

RECORDS MAINTAINED IN ORGANIZATIONAL COMPONENTS 
Individual,  organizat ional components such as the Investigat ions Unit  and Training 
must retain certain records according to state statutes.  
 
These records shall  be kept secure with access l imited to authorized persons only .  
 
When poss ible,  inact ive records shal l  be forwarded to the for central ized storage.  
 
When storage of records in a central ized location is  precluded by state statute,  records 
shal l  be retained in accordance with the appropriate statute and shall  be disposed of  
in accordance with department records retention regulations.  
 

 
 
 

Approved By  
 Pedro Lopez Jr. ,  Chief  of Police 
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