CITY OF SHINNSTON CONTINUITY OF OPERATIONS PLAN
POLICE DEPARTMENT
VITAL RECORDS
	VITAL RECORD
	DESCRIPTION
	FORM OF RECORD
	TIME CRITICAL – NEEDED WITHIN 72 HOURS

	Activity Sheets
	Logs of daily officer activities
	Paper
Electronic

BOTH
	Yes
NO

	Incident Reports
	Official files associated with responses (non-emergency and emergency)
	Paper

Electronic

BOTH
	Yes

NO

	Complaint Forms
	Official logs of complaints received by police department
	Paper

Electronic

BOTH
	Yes

NO

	Documentation
	Warrants, search warrants
	Paper

Electronic

BOTH
	Yes

NO


VITAL RECORDS (CONTINUED)
	VITAL RECORD
	STORAGE LOCATION
	MAINTENANCE FREQUENCY
	CURRENT PROTECTION METHOD(S)

	Activity Sheets
	Kept in paper format at station, review by Chief on monthly basis
	Daily  Weekly  MONTHLY  Quarterly  Annually          

Bi-weekly  Bi-annually  Never
	Some backed up to computers, redundant computer copies at station, all data protected and encrypted

	Incident Reports
	Kept in paper format at station, review by Chief on monthly basis
	Daily  Weekly  MONTHLY  Quarterly  Annually          

Bi-weekly  Bi-annually  Never
	Some backed up to computers, redundant computer copies at station, all data protected and encrypted

	Complaint Forms
	Kept in paper format at station, review by Chief on monthly basis
	Daily  Weekly  MONTHLY  Quarterly  Annually          

Bi-weekly  Bi-annually  Never
	Some backed up to computers, redundant computer copies at station, all data protected and encrypted

	Documentation
	Kept in paper format at station, review by Chief on monthly basis
	Daily  Weekly  MONTHLY  Quarterly  Annually          

Bi-weekly  Bi-annually  Never
	Some backed up to computers, redundant computer copies at station, all data protected and encrypted


