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25.0
INFORMATIONAL ITEMS

25.1
Request For Information

1.
Requests for information are divided into two groups:  Authorized Personnel and Outside Agencies.  Authorized personnel are:  Fire Chiefs, Police Chiefs, Captains, Lieutenants, Sergeants, Corporals, Criminal Investigators, Officers in charge, and personnel from the Districts Attorney’s Office.  All others are considered Outside Agencies.  9-1-1 recordings are not considered open records and are therefore not readily accessible to just anyone. Outside requests are routinely submitted to the County Solicitor before release of the information.



A.
Authorized Personnel must complete a Records Request 
Form and provide a cassette/CD for recording, if the request is for a copy of the recording.  The form must be completed with detailed information of the incident and what is to be copied.  Incomplete forms delay timely completion of requests.  Forms should be mailed or delivered to the Communications Manager/Deputy Director.  All requests are reviewed.  When the tapes/CDS are completed, the department making the request will be contacted for pick up.



B.
Outside Agencies must provide a subpoena for any information.  The subpoena must provide detailed information.  Date of incident, time of incident, location of incident - to include township if there is no street address information, agencies involved in the incident, and a brief narrative of what information is needed.  Incomplete information delays timely completion of requests.  All Outside Agency requests are approved by the County Solicitor.  Outside Agencies are charged for their information.  A listing of the fees is available through the Communications Manager/Deputy Director.  Agencies can provide a cassette/CD of their own if a copy of a recording is being requested and will only be charged for the time involved in providing the recording.


2.
The release of telephone conversations to other than Law Enforcement officials is not permitted.  If a request is made, the County Solicitor will be consulted.

3.
Original Communications Center records do not leave the Center unless they have been Court-Ordered for a trial.


4.
Requesting the Communications Center to hold a DVD.

A.
Authorized Personnel should mark the appropriate slot on the Records Request Form.  All requests to hold DVDs are reviewed by the Communications Manager.  If you know that the DVD is needed for court, then request it held.  If you have not listened to the DVD and/or are not sure if it will be needed for court, please make an appointment with either the Communications Training Coordiantor or the Shift Supervisor to come in and listen to it to determine if it is needed.  In most cases, the Courts have accepted the cassettes in lieu of the actual recording.  If you have held a DVD, a Shift Supervisor will contact you within 60 days to verify the status of the DVD.  Failure to verify the status could result in the DVD being returned to rotation.  NO DVDs ARE 
HELD WITHOUT THE APPROPRIATE PAPERWORK FILED WITH THE COMMUNICATIONS MANAGER.  If a DVD is going to be held for an extended period of time, the Communications Center reserves the right to require the holding agency to purchase a replacement DVD.

B.
Outside Agencies must include the request to hold the DVD on their subpoena.  It is highly recommended that once the agency has heard the DVD, they determine its usefulness.  If it is felt that the original DVD will be needed for Court, the Communications Center will hold the DVD pending a Court Order being issued and the Agency will be charged for a replacement DVD.  The Communications Center will hold the DVD until the court appearance.

Lycoming County 9-1-1 Records Request Form

CRITERIA
1. The Chief Officer (Fire or Police) must complete and sign the request.  This form will not be processed unless signed and completed properly.  

2. The Communications Center will provide a blank CD-R or DVD-R for the recording.   

3. This form will hold a DVD for 30 days. If the DVD is to be held for a pending court case, a court order should be issued.

4. Civil requests require a subpoena based on the documented court case. 

5. RECORDINGS ARE THE SOLE PROPERTY OF LYCOMING COUNTY 9-1-1 AND MAY BE USED ONLY BY THE REQUESTING PARTY FOR COURT PROCEEDINGS.  ANY OTHER USE, DUPLICATION OR DISSEMINATION IS STRICTLY PROHIBITED.

REQUIRED INFORMATION
Agency: _______________________________________________ Date: __________________

Specific Contact Information:  
Name:  







Address:  













Phone:   





Email:  






Reason for Request: ______________________________________________________________
Agency(s) Involved: ______________________________________________________________
Incident Date:  





Incident Location: 





CFS #:  




INFORMATION TO BE RECORDED OR PRINTED (BE AS SPECIFIC AS POSSIBLE):
_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

I UNDERSTAND THAT ANY UNAUTHORIZED USE, DUPLICATION OR 
DISSEMINATION OF ANY 9-1-1 RECORDINGS IS STRICTLY PROHIBITED
REQUESTING PARTY’S SIGNATURE: ___________________________________________

LYCOMING 9-1-1 AUTHORIZATION: _____________________________________________

Hold Tape:
Yes ____
No ____
Charge:  


Court Order Required:   Yes _____ No ______
Subpoena Required: Yes ______ No ______

UPDATE STATUS OF DVD
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