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Introduction

This document has been prepared as a joint initiative of the Karnataka Police Department
and janaagraha Centre for Citizenship and Democracy (Janaagraha). This Process Document
presents all the processes taking place as part of the functioning of a typical police station.
The process flows, the documents generated and the key decisions in each process have
been captured in this document. A total of 27 different processes have been identified and
presented.

This document is presented in two parts. Part A — Process Mapping begins with a discussion
on the functional organization and hierarchical organization of a police station. This is
followed by a broad overview of all the processes categorized into Investigation, Support
Processes, Services and Allied Operations.

Following the process overview is a detailed discussion on each of the 27 processes. For
every process, a flowchart is given which gives a quick understanding of the process flow
within the police station and with external players. The flowchart is followed by a narrative
description of the process in a tabular form. Under each process, the key documents that
are generated/used in that process are discussed. Activities happening in a manual/IT
enabled environment are also shown in the process charts. Annex 1 lists down all the
documents and registers mentioned across all the processes. Part B of the process
document contains the sample formats of the documents and registers covered in Part A.

This process document is expected to act as a ready reference to anybody who wishes to
understand the working of a police station. For Police Department personnel it serves as a
documentation of AS IS processes which can be used to identify process weaknesses and
reengineer them to improve process efficiency. This document is also a good User
Requirements Specification document for implementation of an IT solution for process
automation.
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Organization Structure of a Police Station

The organization structure of a police station in terms of the hierarchy of the officers and
staff is shown in Figure 1.

ORGANIZATION STRUCTURE OF POLICE STATION

Police Inspector

(1)

B3¢ 3

Police Sub-Inspector

(4)

Assistant Sub-Inspector

(9)

Head Constable
(16)

| |

Police Constable Women Police Constable
(48) (8)

ol ol il
Br By ar

Figure 1: Organization Structure of a Police Station

Police Inspector (Pl)

In the police forces of India, an inspector is a non-gazetted police officer ranking above
a Sub-Inspector and below a Deputy Superintendent of Police(DySP) or an Assistant
Commissioner of Police (ACP)Y. Inspectors are the Station House Officer (SHO) at every
police station. In the Rural areas, Inspectors generally (but not always) have jurisdictions
over more than one police station (generally under a Sub-Inspector of Police).

! The duties of Police Inspector are detailed in Chapter VI, Volume-1 of Karnataka Police Manual
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The rank insignia for a Police Inspector is three stars, and a red and blue striped ribbon at
the outer edge of the shoulder straps.

Police Sub Inspector (PSI)

A sub-inspector ranks above an assistant sub-inspector of police (ASI) and below a Police
Inspector. In the absence of a PI, the Sub-inspector acts as the SHO of the police station®. He
is the lowest ranked officer who can file a charge sheet in Court and is usually the first
investigating officer. Officers subordinate to him cannot file charge sheets, but can only
investigate cases on his behalf.

The rank insignia for a sub-inspector is two stars, and a red and blue striped ribbon at the
outer end of the shoulder straps.

Assistant Sub Inspector (ASI)
In the police Station, an assistant sub-inspector (ASl) is a non-gazetted police officer ranking
above a police head constable and below a sub—inspector3. Assistant sub-inspector (ASI) is
appointed to assist the Station House Officer in his duties and responsibilities. ASIs function
under the overall supervision of SHO and their duties in brief are as follows;
a. Fullinvestigation of simple cases, petition enquiry, checking of enquiries
b. Supervision of process work, section duties
c. Allotting, exercising supervision and control over police men during sub inspector’s
absence
Maintenance of arms and ammunition
Maintenance of the relevant registers

The rank insignia for an ASI is one star, and a red and blue striped ribbon at the outer edge
of the shoulder straps.

Head Constable (HC)

A head constable attached to a Police Station may, in the absence of the sub inspector,
perform all the duties of a Station House Officer. However, when the sub inspector is
present, the Head Constable cannot undertake independent investigation of cases unless
deputed to do so”.

The broad duties of a Head Constable are: Supervising the work of constables, checking of
beats, particularly night beats, being in charge of escorting duties, investigation of simple
cases, conducting enquires on petty complaints, visiting the beat areas in the jurisdiction of
the police station at least once a quarter.

% The duties of Police Sub-Inspector are detailed in Chapter VI, Volume-1 of Karnataka Police Manual
® The duties of Assistant Sub- Inspector are detailed in Chapter VI, Volume-1 of Karnataka Police Manual
* The duties of Head Constables are detailed in Chapter VI, Volume-1 of Karnataka Police Manual


http://en.wikipedia.org/wiki/Assistant_sub-inspector_of_police
http://en.wikipedia.org/wiki/Gazetted_Officer_(India)#Non-Gazetted_Officers
http://en.wikipedia.org/wiki/Head_constable#India
http://en.wikipedia.org/wiki/Sub-inspector

Police Station Process Document

Head Constables wear three point-down chevrons on their sleeve.

Police Constable (PC)

The Police Constable is the junior most rank in a police station. A police constable performs
such duties as entrusted to him by his superior officers such as conducting spot visits,
verification and enquiries, patrolling and roaming, collection of information, execution of
warrants and summons, escorting prisoners, keeping a watch on earlier convicted persons,
sentry duties and any other special duties assigned.

Woman Police Constable (WPC)

Certain cases involving women and children require the involvement of Women Constables.
Each police station has a few women constables to handle such cases. When the offender is
a woman, investigation must be undertaken by a woman constable or in the presence of a
woman constable. Similarly, arrest and custody of women and children also must be done
by women constables.


http://en.wikipedia.org/wiki/Chevron_(insignia)
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Functional Organization of a Police Station

For regular functioning, the police station is organized into different departments/sections
based on the work assigned. Figure 2 shows an overview of the functional organization of a
police station.

FUNCTIONAL ORGANIZATION OF POLICE STATION

S.H.O.
Investigation Section Supporting Sections
Law & Order Writer Section
Crimes Process Staff
UDR, Missing & Court Duty Staff
Petitions

Passport Section > Hoysala
Beat Staff » Cheetah

Janasnehi Police

Women Cell

Reception

Station Sentry

Computer Wing

Figure 2: Functional Organization of a Police Station

Investigation Sections

This category can be further divided in to three sections namely; i) Law and order ii) Crimes,
iii) UDR, Missing and petitions

i) Law and order:
It is the duty of the police department to see that there are no disturbances
among different sections of society and peace is maintained in the community. In
case disturbances are reported necessary action is taken by the police personnel
assigned to the Investigation - Law & Order section.
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Crimes:

Crimes of different types occur in the society regularly. Whenever crimes are
reported, the Investigation — Crime section handles such cases right from
preliminary spot visits till the offenders are caught and the investigation is
completed.

UDR, Missing and petition:

This section handles all unnatural death cases, missing persons as well as
different types of petitions received from higher authorities of police department
and also petitions received directly in the police station from the general public.

Supporting sections

i)

i)

i)

Writer section:

More than 50 registers are being maintained in every police station relating to
investigations and other activities. One senior police staff is in-charge of the
Writer section and the registers are updated every day in this section. Different
data are compiled and submitted to superior officers from time to time by this
section.

Process section

There are different processes to be executed relating to Law and order, Crimes,
Petitions such as issue of notices, issue of summons and execution of warrants
which are done by the Process staff.

Court Duty Staff

A few police constables are allotted for Court duty. Apart from attending to
Court regularly, they also do many coordination activities between Court and
police station. The Court staff take witnesses, complainants, accused, etc. to the
public prosecutor. They also note down the progress of each case on daily basis
and produce the investigation report, if asked to. They also coordinate in body
warrant cases. Progress diary and Court Disposal diary are updated by Court duty
staff on a daily basis.

Passport Section

Each Police station has a Passport section and one PC is assigned the work of
Passport verification and recommendation. The Passport section constable
obtains verification details of the applicant from the Beat staff. He verifies the
criminal background if any, of the applicant and based on the details collected
gives recommendation whether to issue Passport or not.



vi)

vii)

viii)

Police Station Process Document

Beat Staff

Continuous patrolling and roaming within the jurisdiction of every police station
is carried out by beat staff. Verification of applicants’ details in the case of
passport applicants, verification of institutions and offices when No Objection
Certificates are to be issued and confirmation of the addresses of applicants etc.
are other duties performed by the beat staff.

Hoysala, Cheetah and Janasnehi Police:

Hoysala (Police patrol car) and Cheetah (Police patrol bike) are given to beat staff
for patrolling work. Janasnehi Police points are identified in the jurisdiction of
every police station. Police constables identified for janasnehi points conduct
their duties at these points and render service to the general public.

Women Cell
It is required that each Police station should have women constables. Such
women constables constitute the Women Cell.

Reception
Each Police station has a reception section. The WPC/PC attending to the
reception work interacts with the visitors coming to the police station and directs
the visitors to the concerned section and assists them in writing complaints, if
required.

Station Sentry

Each Police station has a police constable attending to the Sentry duty round the
clock. The Police constable conducting sentry duty is equipped with arms and his
main activity is to protect the Police station from external attack as well as to
protect the government property held in the Police station from loss/misuse.

Computer wing

All police stations in Karnataka run the PolicelT software for their day to day
operations. Key activities such as registration of FIR/UDR/Missing, maintenance
of case diaries, maintenance of key registers, passport verification and others are
performed using the PolicelT software. Inter station communication is also
assisted by the PolicelT software. Certain Police Constables are trained and
deployed to assist the other staff in data entry, generation of reports and related
activities. Such constables constitute the Computer wing.
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Process Overview

The Police Station is responsible for the maintenance of Law and Order, preservation of internal peace and security, prevention and detection
of crimes. In addition the Police Station also provides various services such as Bandobast, verifications, permissions and No-objection
Certificates. Most of the services are rendered on a chargeable basis to the citizens.

Activities in a police station are governed by the Karnataka Police Manual. An overview of working of a police station in Karnataka State is
shown in Figure 3 and can be broadly understood under the following categories:

e Main processes pertaining to Investigation;

e Support processes;

e Allied operations and

e Services.

The information related to different type of offences is received in Police station from many sources such as complaints lodged in the station
house, complaints communicated or offences noticed during beat operations, information or complaints received from the Police Control
Room, telephone, emails, etc. Based on information received by the Police station, complaints are accepted and acknowledged by the Police
station. Complaints are broadly classified into two types, namely, cognizable complaints and non-cognizable complaints as prescribed in the
relevant rules. Most of the non-cognizable complaints are sorted out at the Police station level and FIRs are not registered. But for all
cognizable complaints, registration of FIR is a must and Police staff conduct spot visit except in a few cases like missing persons.

At the time of visiting the spot, Police staff conduct investigation which may be for unnatural death, missing of persons/things, law and order,
crime and petitions. Detailed investigation procedures are followed as prescribed in the Karnataka Police Manual. While conducting
investigation, police staff take the assistance of special squads if necessary. During investigation, in certain cases Police staff are likely to form
their opinion on suspected persons or identify the criminal in other cases. Under such circumstances, Police staff take action to arrest such
persons following the due process prescribed. After investigation, the police file charge sheet and submit to the Court. This completes the
closure of the case from Police station point of view since further proceedings are taken by the Court.
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Figure 3: Process Overview of a Police Station
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Police Station Process Document

The fundamental functions of the police station are supported by certain support processes. Some important support processes identified are
transfer of FIR in/out of the police station, execution of summons, notices and warrants issued by the Court, raid execution, escorting of
accused/ under trail prisoners, receipt and custody of arms and ammunition etc. Allied operations of the police station include Beat operation,
operation of Janasnehi points, processing of RTI requests and attending to special duties outside the jurisdiction of the Police station.

The police station also renders services such as Passport Verification, Police verification of individuals as requested by employers, permissions
and NOC for conducting functions, to take processions on different occasions and for different purposes etc. A few persons in the society may
require to possess arms for their safety and they can obtain the arms licence from the respective Police station and this is issued after
verification and concluding that issue of licence is justified. Most of the services rendered are against specific application and on payment of
the prescribed fees by the citizens.

Certain key areas of functioning of a police station are covered under the Guarantee of Services to Citizens Act, 2011 popularly known as
Sakala services. Sakala includes 21 different areas including core activities such as registration of FIR, disposal of petitions and a number of
services such as verifications, permissions and so on. The time frames for providing such services are prescribed along with penal provisions for
non-compliance.
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Police Station Process Document
Process PS-01: Acceptance of complaint

When a complaint is filed in a Police Station, It is expected that someone hears the complaint and initiates the necessary action immediately.

There are a number of complaints received in a Police Station in a day. The work of the Reception in a Police Station is to interface with the
complainant and ensure that necessary action is taken.
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Police Stati p Maboi Document Reference Legend
olice Station — Process Mapping - Process/Sub . ™) Time
Process Code  PS-01 Activity Process @ Branching () Bound
Acceptance of complaint : o SHO b poli
rocess Owner rocess . olice Regular .
—_— Decision 4" D 8 Register]
Flow <> ! ‘yg -7 Updation o
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——Police Control Room
A
- Inform to Police
s Start K Beat Staff/ Janasnehi————» Station
£ PS-01-6
g Direct to Police Station
o
Visit Police Station
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o complainant PS-01-4
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E Helping in writing of Send complainant to
complaint SHO
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Y
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Figure 4: PS-01-Acceptance of complaint
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Table 1: PS-01-Acceptance of complaint

Code
PS-01-1

PS-01-2

PS-01-3

PS-01-4

PS-01-5
PS-01-6

PS-01-7

PS-01-8

Particulars
Visit Police Station

Attend to the complainant

Helping in writing of complaint

Prepare noting sheet

Send complainant to SHO
Inform to Police Station

Scrutiny of Information

Recording in Station House Diary

Police Station Process Document

Description

Direct to the Police station: The complainant may visit the Police Station or may inform over
phone for reasons such as: a) Theft, burglary or dacoity; b)law and order cases wherein the
complainant is directly or indirectly involved/affected; c) accidental fire cases; d)to file
petitions for loss of marks card, degree certificate, driving licence or any other certificates
for which duplicate certificates will be issued only after enclosing the acknowledgement
issued by the police Station.

The duties of the Police Constable looking after reception are:

a) Receive the visitor

b) Enquiry of visit

The visitors may visit the Police Station with a written complaint. In some cases, the PC at
the Reception helps the visitors in writing the complaint.

The PC at the Reception notes down the details of the visitors and the purpose of their visit
in the noting sheet.

The PC at the Reception sends the complainant to SHO for further action by SHO.

Police Control Room/ Beat Staff/ Janasnehi: Complaints are also received by the beat staff
as well as at Janasnehi points instead of at the police station. Complaints may also be given
to station house over phone and through email°. Based on these complaints received by
beat staff/Janasnehi points/police control room, information is passed on to the Station
House. Alternatively, the Beat staff/Janasnehi may also on their own pass on information to
the Station House.

Based on the written complaint and discussion with the complainant, the SHO decides on
the nature of the complaint and further action required.

All the information pertaining to the complaint is recorded first in the station house diary. At

® Described in Section 154 in The Code Of Criminal Procedure, 1973 and related Circulars
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Police Station Process Document

Code Particulars Description
this stage, the complaints are identified as cognizable or non-cognizable complaints.
PS-01-9 Entry in relevant register Non-Cognizable: In case of non-cognizable offences Police can neither register a FIR nor
investigate or effect arrest without the express permission or direction from Court. These
mostly include minor offences such as abusing each other, minor scuffles without injuries,
intimidation, loss of marks card, loss of certificates, loss of driving licence etc. In such cases
an entry is made in Non-cognizable Register. All petty cases are entered in the Petty Cases
Register and other miscellaneous crimes are entered in the Crime Miscellaneous Register.
PS-01-10 Issue of Acknowledgement For all non-cognizable complaints, acknowledgements are issued. Under Sakala,
acknowledgements have to be issued within one working day of receipt of the complaint.
PS-02 Registration of FIR Cognizable: In cognizable cases, Police registers a FIR. Police can arrest an accused involved
in cognizable crime without arrest warrant from the Court. When the complaints received at
the police station are considered to be cognizable, immediately FIR is registered following
the prescribed process.

Document Profile

Document Document Name Description Manual/ Ref. Page No.
Code Computerized inPartB
N/A Written complaint On plain paper in any language in the own words of the Manual

informant/complainant
PSD-01 Station House Diary A diary in which all details of all complaints are recorded Manual and 3
Computerized

PSD-02 Non-cognizable Register = All the non-cognizable complaints are recorded Manual 7
PSD-03 Petty cases Register All the cases dealt with by the Police on their own or otherwise, in which Manual and 8
FIRs are not registered Computerized
PSD-04 Criminal Miscellaneous  All other small cases where FIR is not registered are recorded Manual and 10
Register Computerized
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Document Profile

Document Document Name

Code

PSD-05 C Misc./ NCR
Acknowledgement

Description

Acknowledgement issued by Police for all non-cognizable complaints

17
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Manual/ Ref. Page No.
Computerized inPartB
Manual and 11

Computerized



Police Station Process Document

Process PS-02: Registration of FIR

First Information Report(FIR) is a very important document and it is the earliest record made of an alleged offence before there is time for its
particulars to be forgotten or embellished and can be used under sections 145, 167 and 158 of Indian Evidence Act.®

When an individual visits a police station to lodge a complaint, the FIR is registered for all cognizable complaints irrespective of jurisdiction of
the complaint and a copy of the same is issued to the complainant. If the jurisdiction of the complaint is outside the jurisdiction of the police
station, action is taken to transfer the FIR to the police station of that jurisdiction. If the complaint is a heinous crime, express report is
prepared and forwarded to the concerned higher authority.

®Discussed in detail in Chapter XXVII, Volume 2of the Karnataka Police Manual,
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Police Station — Process Mapping Document Reference ‘oeend Ti
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Figure 5: PS-02-Registration of FIR
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Table 2: PS-02-Registration of FIR

Code
PS-02-1

PS-01

PS-02-2

PS-03

PS-02-3

PS-02-4

PS-02-5

PS-02-6

PS-09

Particulars
Referral FIR

Acceptance of Complaints

Spot visit required?

Spot visit

Produce necessary documents

Registration of FIR

Issue copy of FIR to complainant

Is Jurisdiction other PS?

Transfer of FIR — Out

Police Station Process Document

Description

FIR is registered in case of all cognizable offences. Some cases where complainant
approaches the Court regarding the commission of a cognizable offence, the Court refers it
to Police and directs to register a FIR.

For registering FIR, complaint is a must. Therefore acceptance of complaint becomes the

starting point of registration of FIR.

Once the complaint is received in the police station, decision has to be taken whether the
complaint needs a spot visit. Spot visit is required in most of the cases except a few cases like
missing of person, outside the jurisdiction, etc.

When it is felt that spot visit is required, police staff visit the spot to conduct
Mahajar/Panchaname following the process prescribed.

Where a spot visit is not conducted, the complainant produces the necessary documents in
support of the complaint to the Station House Officer.

Based on the spot visit and the scrutiny of documents, a FIR is registered by the SHO. The FIR
contains details of the complaint, relevant sections under which the offence is recorded,
particulars of victims/suspects/property and other relevant details related to the complaint.
The FIR number becomes the case number for all future reference on that case. A case file is
also created for all the documents related to the case.

It is mandatory that when once FIR has been registered in a police station, a copy of the
same is given to the complainant. Under Sakala, the FIR copy shall be given within one
working day.

As per the accepted practice, when a complaint is given to a police station, FIR is registered.
Subsequently, it is verified whether the jurisdiction of the complaint is within or outside the
jurisdiction of that police station.

When it is understood that the case falls in the jurisdiction of another police station, action
has to be taken for transfer of FIR to that police station following the prescribed process.
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Code Particulars
PS-02-7 Forward Express Report to concerned
Authorities/sections

PS-02-8 Forward FIR copy to concerned
Authorities/sections

Police Station Process Document

Description

In case of heinous crimes’ such as rape, murder, dacoity, etc., the Express Report (FIR copy)
is sent as quickly as possible to the concerned authority / section by the Court duty staff so
that immediate action can be taken on the heinous crime. In such crimes, a copy of the FIR is
sent to the Superintendent, Sub-Divisional Officer, and local Magistrate and also to the
Magistrate having jurisdiction in case he is not the local Magistrate. In specially heinous
crimes, a copy of the FIR shall also be sent to the District Magistrate.

In all the cases, copies of the FIR are forwarded to the concerned authority/section by the
Court duty staff. One copy of the FIR is retained in the Station and another will be forwarded
without delay to the Magistrate having jurisdiction. Two copies along with copy of the
Station House Diary are sent to the Circle Inspector, who will submit the same to the Sub-
Divisional Police Officer. In case of FIR related to UDR cases, a copy of FIR is sent to Tehsildar.
In case of FIR related to Missing cases, copy of FIR is not required to be sent to the

Magistrate.
Document Profile
Document Document Name Description Manual/ Ref. Page No.
Code Computerized inPartB
PSD-06 First Information Report = Report pertaining to occurrence of a cognizable offence, received at the Manual & 12
Police station is called First Information Report Computerised
PSD-07 Express Report A copy of the FIR in case of heinous crime is termed as Express Report Manual & 17

’ Defined in Para 1216, Chapter XXVII, Volume 2 of the Karnataka Police Manual

Computerised
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Process PS-03: Spot Visit

In most of the cases, spot visit is the process after registering FIR. During spot visit, police staff with or without the assistance of special squads
conduct the required investigation, seize the property related to crime and also conduct Mahajar/Panchaname?® in the presence of relatives,
friends, neighbours and general public. In the case of unnatural death and murder, action is taken for post mortem.

®Discussed in detail in Chapter XXIX, Volume 2 of the Karnataka Police Manual
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lice S Document Reference Legend
Police Station — Process Mapping » Process/Sub ) ~, Time
Process Code  PS-03 Activity D:D Process @ Branching @ Bound
Spot Visit p o SHO 5
rocess Owner Y .
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2 (—D\ PS-03-1 PS-03-14 PS-04
e L - 4
Conduct spot »
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PS-03-2
¢ Death cases
Call for registration of Preparation of
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PS-03-3 (28 Questionnaire)
= PS-03-7
2
5 3
Qo n
= Seizure of propert X
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% E ’ identified? No—» mortuary
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s Il v
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Figure 6: PS-03-Spot visit
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Table 3: PS-03-Spot visit

Code
PS-03-1

PS-03-2

PS-03-3

PS-03-4

PS-03-5

Particulars
Issue of direction for Spot Visit

Conduct spot Mahajar/ Panchname

Call for registration of FIR, if required

Seizure of property related to crime, if any

Call Special Squades, if required for
investigation

°Detail in Para 1446, Chapter XXXVI, Volume 2 of the Karnataka Police Manual
% Described in detail in Chapter XXIX, Volume 2 of the Karnataka Police Manual

Police Station Process Document

Description

The Station House Officer directs the police staff to conduct a Spot visit as required on
receiving a complaint or when found necessary. Some cases of fire accident also require spot
visit®.

The Mahajar/Panchname™ is a record of the observations made by the police staff during
the Spot Visit and a record of statements recorded. While conducting the mahajar, objects
associated with the crime are verified. In theft cases, the property lost is listed down and
what happened during the crime like scattering of things etc. are noted down. The police
staff who have visited the spot conduct mahajar of the weapons if any, clothes affected by
the offence etc. During the process of verification, parties involved and others give
information related to the complaints and these are recorded as statements made by them.
An investigation cannot be started unless a FIR is registered. During the spot visit, if the
police staff find that the case is cognizable in nature, one of the police staff who visited the
spot goes to the State House and registers a FIR. In some cases where there is no witness or
complainant, the police staff can make a phone call to the Station House and register a FIR
suo-moto.

In case the crime has been committed using weapons or stones, these are seized by the
police staff who visited the spot. Every seized property related to the crime is identified
using a tag containing description of the item. The particulars of the seized property are also
entered in the Mahajar.

In order to conduct a detailed investigation, assistance from special squads like dog squad,
FSL, Cyber Crime squad etc. may be necessary. In such circumstances, assistance from such
squads is taken.
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PS-03-7

PS-03-8

PS-03-9

PS-03-10

PS-03-11

PS-03-12

PS-03-13
PS-03-14

PS-04

Particulars
Conduct necessary Investigation & submit
Report

Preparation of Inquest (28 Questionaire)

Body is identified?
Preserve body in mortuary
Necessary steps to find out claimant

Preparation of request for Post mortem

Send body for post mortem

Post Mortem Report
Update case diary & relevant registers

Investigation L&O and Crime

Police Station Process Document

Description

The special squads visit the crime place and conduct the necessary investigation'*. Once the
investigation is over, reports are prepared and sent to concerned police station for further
investigation.

If the crime involves death, an inquest is prepared. An Inquest is a questionnaire of twenty
eight questions related to dead body. The position and conditions are mentioned. Under
inquest for male body, male constable does body inquest and for the female body, woman
constable does the body inquest.

Cases where body is identified by relatives or friends, the body is transferred for post-
mortem immediately after identification.

If the body is not claimed by anyone, the same is preserved in the mortuary for 3 to 4 days
with the hope that some claimant may come forward to identify and claim the body.

After sending the body to the mortuary, photographs of the body are sent to other police
stations, TV, and News Papers to facilitate any claimant to respond and claim the body.

The body/bodies must be transferred to nearest government hospital or authorised private
hospital. Request in a pre-printed format is made by the Pl to the doctor for conducting post
mortem.

Along with the request letter to the doctor, the body for which post mortem has to be
conducted is shifted to the hospital.

The hospital conducts the post mortem and submits the Post Mortem report.

After the spot visit, the police staff who visited the spot update the case file. The case file
contains the case diary which is a day-to-day update of the case. The Mahajar/Panchname
are also filed in the case file. Other relevant registers such as Property Seized Register for
seized items, Prisoners Search Register are also updated. The SHD is also updated after spot
visit. The case diary in PolicelT is also updated.

After the spot visit and registration of FIR, the detailed investigation for the case is started by
the police investigation team following the prescribed processes.

" Detailed procedure given in Chapter XXXVII, Volume 2 of the Karnataka Police Manual
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Document Profile
Document Document Name

Code
PSD-08

N/A

PSD-09

PSD-10

N/A

PSD-11

PSD-12

Seized Property list
Investigation Report by
special squad

Inquest

Request for Post-
mortem

Post mortem Report

Case Diary

Property Seized Register

Description

Property or items which are found and seized during spot visit/
investigation are listed down in a list. The list of property is sent to
Magistrate

When the investigation has been completed by the special squad, the
Investigating Officer of squad draws up a report in which he states the
apparent cause of the case. The report is termed as Investigation report

A pre-printed questionnaire of 28 questions related to dead body required
to be filled during spot visit

A pre-printed request letter for post-mortem of dead body

A report provided by doctor regarding causes of death after examination
of dead body

A Police officer investigating any crime has to keep a record of what all he
did in the course of investigation. These records are termed as Case Diary.
It is day to day progress report of a case

A register containing details of all seized items/ properties during
investigation
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Manual/ Ref. Page No.
Computerized inPartB
Manual 18

Manual 19

Manual 21

Manual & 24

Computerized

Manual& 26
Computerized



Police Station Process Document

Process PS-04: Investigation- L&O and Crime

The investigation process starts with acceptance of complaint, registration of FIR and conducting of spot visit. At the time of spot visit, it may

be found that the case requires detailed investigation or may be transferred to other police station or the person involved in the case is to be
arrested. Action is taken accordingly.
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police Stati b Maooi Document Reference Legend
olice Station — Process Mapping o Process/Sub @ ; (T Time
Process Code  PS-04 Activity Process Branching () Bound
Investigation L&O and Crime
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Figure 7: PS-04-Investigation- Law & Order and Crime
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Table 4: PS-04-Investigation- Law & Order and Crime

Code Particulars Description

PS-04-1 Gather information related to case The investigation team collects information related to the case applying various investigation
techniques™. For further investigation, Investigating Officer prepares notices and issues to
the persons/ panchayatidars who were witness at the time of registration of case.

PS-04-2 Seize items related to crime during Item seized: During investigation being carried out by police staff, it is likely that they could
investigation seize items related to crime.
PS-04-3 Prepare seized property memo Every seized property related to the crime is identified using a tag containing description of
the item. A list of property is sent to Magistrate.
PS-04-4 Seek permission from Court to keep seized  Police station cannot keep any seized items which may be related to heinous crimes, body
items offences or crimes without permission from the Court. The police apply to the respective
Court seeking permission to retain such seized items.
PS-04-5 Bring the suspicious person to police Suspicious person: During the investigation, suspicion may arise on certain person or
station persons. Based on such suspicion, that person is brought to the police station for further

interrogation.

PS-04-6 Entry in SHD The details of person who is brought in to Police station for interrogation are entered in
Station House Diary.

PS-04-7 Interrogate the person The police staff conduct necessary interrogation of the person /persons they have brought to
the police station. This could be related to any specific case pending in the police station.

PS-04-8 Arrest required? After interrogation, police staff decide whether there are sufficient grounds to arrest the
person interrogated.

PS-05 Arrest process If police staff find that the person interrogated can be arrested, they take action to arrest the
offender following the prescribed procedure

PS-04-9 Continuous investigation Investigation is a continuous process in Police station and this process ends only when the
offender is arrested and charge sheet is filed to the Court.

“Detailed investigation techniques for different types of offences are discussed in details in Chapter XXXVI, Volume 2 of the Karnataka Police Manual
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Document Profile

Document Document Name Description Manual/ Ref. Page No.
Code Computerized inPartB
PSD-13 Notice to Panchas Notice to Panchas/Panchayatidars or witnesses to be present before Manual 28

Investigating Officer for conducting investigation
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Process PS-04(a): Investigation-UDR

Unnatural Death (UDR)" may occur due to hanging, drowning, poisoning etc. After registering FIR, spot visit is conducted and action is taken
for post mortem. Based on post mortem report, action is taken for Forensic investigation in the case of poisoning. In the case of UDR, there are
instances of body being not claimed. To find out whether there are any claimants for the body, action is taken to publish the photograph of the
body in TV and newspaper and also sent to other police stations. If no claimants have come forward, action is taken for burial of the body.

BDiscussed in detail in Chapter XXXV, Volume 2 of the Karnataka Police Manual
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Police Stati b Maboi Document Reference Legend
olice Station — Process Mapping B Process/Sub . ™ Time
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Figure 8: PS-04(a)-Investigation-UDR

32



Table 5: PS-04(a)-Investigation-UDR

Code
PS-02

PS-03

PS-04(a)-1

PS-04(a)-2

PS-04(a)-3

PS-07

PS-04

PS-04(a)-4

PS-04(a)-5

Particulars
Registration of FIR

Spot visit

Receive Post mortem report

Forensic investigation

Is further investigation required?

Further FIR

Investigation L&O and Crime

Check in Missing Records

Forward photographs to other PS, TV, News

' Detailed in Chapter XXXVII, Volume 2 of the Karnataka Police Manual

Police Station Process Document

Description

Unnatural death may happen in the following cases: a) Due to poison b) drowning c) hanging
d) burning by accident e) Self burning f) due to other reasons. In such cases, the UDR gets
registered as part of the FIR registration process. The UDR Register is also updated on
registering the FIR.

After the police Station receives the information about UDR or on registering an FIR, the
Police staff visit the spot and conduct the investigation following the prescribed process. The
post mortem report clearly mentions the reason of death.

Police station receives the post mortem report with the reason for death. If it is confirmed
before post mortem or after post mortem that death had occurred due to poisoning, then
forensic investigation is required to be conducted.

In cases of death due to poisoning, A request letter is prepared for forensic investigation of
body parts. The FSL conducts the necessary investigation and submits its report.

After analysing the post mortem report and the forensic investigation report and analysing
the circumstances of death, the investigating officer decides whether there are grounds for
further investigation.

If further investigation is required, a further FIR is registered specifying the sections under
which it is registered. FIR (UDR) is sent to Tehasildar and in case of murder, the FIR is sent to
Magistrate.

After registering a further FIR, the detailed investigation is taken up following the prescribed
process.

In certain cases the UDR case might be registered as a missing case in some other police
station. Therefore, the missing records are checked. If a corresponding missing case is found,
the complainant is contacted for identification of the body.

If the body is not identified, photographs of the body are sent to other police stations, TV,
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PS-04(a)-6

PS-04(a)-7

PS-04(a)-8

PS-04(a)-9

PS-04(a)-10

Particulars
papers
Body claimed?

Handover body to relatives/claimant

Burial of body

Updation of Case file and UDR Register

Necessary action for publishing unclaimed
UDR cases

Document Profile

Document
Code
PSD-14

PSD-15
N/A

PSD-16

Police Station Process Document

Description

and News Papers to facilitate any claimant to respond and claim the body.

In the case of UDR there are instances of body not identified, body not claimed by anyone
and body claimed by relatives or friends.

When there are claimants for the body by relatives or friends, the body is handed over to
them for burial/ cremation after due identification.

In case there are no claimants for the body, then police department takes action for burial of
the body™. A burial mahajar is conducted and an identification stone is put at burial place. A
burial report is prepared for the action taken during the burial process.

After the body is handed over to relatives or after the body is buried, the case diary and the
UDR Register are updated.

All the unclaimed bodies are required to be published in Criminal Intelligence Gazette. The
Police Station does the necessary formalities such as publishing the list of unclaimed bodies
and details of the same are sent to DCP office on regular basis.

Document Name Description Manual/ Ref. Page No.
Computerized inPartB
UDR Register A register of information of all the unnatural death cases registered in Manual 29
Police station
FSL request Letter A request letter for further investigation of body parts Manual 31
Forensic Investigation Forensic Science Laboratory investigating any crime has to give a report on
Report investigations made by them and it is called Forensic Investigation Report
Burial Report A report of details of burial of dead body Manual 34

1
5Detailed in Chapter XXXV, Volume 2 of the Karnataka Police Manual
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Police Station Process Document

Process PS-04(b): Investigation-Missing

When police station receives information/complaints about missing persons, FIR is registered and information is passed on to police control

room, CCRB and action is taken to publish /announce in newspapers, TV and radio. In case the person is found, the complainant is contacted to
identify the person.
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Police

Station Process Document

Document Reference

Legend
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Figure 9: PS-04(b)-Investigation- Missing
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Table 6: PS-04(b)-Investigation- Missing

Code

PS-02

PS-04(b)-1

PS-04(b)-2

PS-04(b)-3

PS-04(b)-4

PS-04(b)-5

PS-04(b)-6

PS-07

PS-04
PS-04(b)-7

PS-04(b)-8

Particulars
Registration of FIR

Entry in Missing Register

Pass information to control room, CCRB in
Bangalore

Information to all PS and CCRB through
Police IT

Publication in news papers and
announcement in TV & Radio

Receipt of information, if any on missing
person

Is further investigation required?

Further FIR

Investigation L&O and Crime
Intimation to the complainant

Identification of person found

Police Station Process Document

Description

When the complainant visits police station, SHO in the police station registers the FIR
containing details of the missing person such as name, date of missing, address, sex, age,
height, complexion, colour, wearing apparels, etc.

Complaints of missing persons received in the police station are entered in the Missing
Register. The details collected from complainant are entered.

Immediately on registering the FIR, the information is passed on to the Police Control Room
and City Crime Record Bureau through telephone/wireless. At this time, full details of
missing person are communicated to the control room.

In addition to the wireless communication, on registering the FIR, all the details of missing
persons with photo are sent to all the police stations of Karnataka through PolicelT.

In order to spread information amongst the general public and also to areas beyond
Bangalore, the details of missing persons are published in news papers and TV with photos.
If the missing person is found by any person, the information is passed on to police station.
Even if the missing person is not found, the police may get some information about the
missing person.

Traced: When the missing person is found dead or alive, depending on the circumstances,
the police decide whether any further investigation is required. Further investigation may be
required in cases of UDR, kidnapping, murder etc.

In instances where further investigation is required in order to finally dispose the case,
Further FIR is registered following the prescribed process.

Once the further FIR is registered, the detailed investigation process is started by the police.
On tracing of the missing person, the complainant is notified to identify the person and take
necessary action.

On receipt of intimation, the complainant visits the police station or the place, where the
person is housed and identifies the missing person.
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Code
PS-04(b)-9

PS-04(b)-
10

PS-04(b)-
11

PS-06

Particulars

Recording of statement

Updation of Case Diary and related register

Can case be closed?

Investigation closure

Document Profile

Police Station Process Document

Description

Police station where the complaint has been lodged takes the statement from the
complainant as well as the person found in order to close the case. This is done after the
complainant confirms that the found person is the same person for whom the complaint had
been lodged.

The updation is done in case diary and related registers in the Police station. Cases where
missing persons are not traced, necessary steps are taken to publish the list of missing
persons in Criminal Intelligence Gazette.

Not Traced: Cases where missing person owns properties and he/she is not traced within a
period of seven year, the investigation is considered as closed. All other missing cases where
missing persons are not traced, considered as long pending cases.

The investigation is closed following the prescribed procedure.

Document Document Name Description Manual/ Ref. Page No.
Code Computerized inPartB
PSD-17 Missing Register A register of details of all missing persons Manual 37

N/A Statement Written on plain paper in the own words of the person found as well as by = Manual

the complainant

38



Police Station Process Document
Process PS-04(c): Investigation - Petitions
Petitions are received in the police station from different sources. Petitions may require the police staff to visit the place of occurrence

followed by serving a notice if necessary. After discussing the issues raised in the petition, the matter is resolved in many cases and then
endorsement is issued. In certain cases where the issues are not resolved, FIR is registered and further action is taken.
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Police Station Process Document

Police Stati b Mappi Document Reference Legend
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Process Code  PS-04(c) Activity D:D Brocass Branching () Bound
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Figure 10: PS-04(c)-Investigation- Petitions
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Table 7: PS-04(c)-Investigation- Petitions

Code
PS-04(c)-1

PS-04(c)-2
PS-04(c)-3

PS-04(c)-4

PS-04(c)-5

PS-04(c)-6

PS-04(c)-7

PS-04(c)-8
PS-04(c)-9

Particulars
Receipt of Petitions

Enter in Petition Register
Attend to the petition

Visit the place of occurrence & enquiry

Serve Notice if required

Record statements, if required

Advise petitioners/ respondents as
appropriate

Endorsement
Ask petitioner to lodge complaint

Police Station Process Document

Description

Petitions are received by the following methods:

a) From superior officers in the form of higher petitions and lower petitions. Higher petitions
are from DG, IG and Home Officer. Lower petitions are from Commissioner, DCP, ACP and
Grievance Cell

b) Petitions directly received in the police station from citizens

Any petition received in the police station by any means is recorded in Petition Register.
During morning roll call, work of attending to petitions is assigned among police staff. SHO
updates the same in Police Daily Schedule. The assigned Police staff attend to the petition.
The Police Staff visit the place of occurrence. The matters mentioned in the petition are
verified and necessary enquiries are made with the parties involved in the petition as well as
with others if found necessary by the police staff.

If the petition is not resolved at this stage, or if it is observed that a visit of the petitioner/any
other person to police station is necessary, notices are served as required.

During the process of verification and enquiry, parties involved and others give information
related to the petitions and these are recorded as statements made by them.

Resolved: This is the process of solving the problems mentioned in the petitions. Here both
the parties i.e. petitioner and respondent are advised properly so that the problems could be
resolved amicably. In case the petition is of Civil in nature such as encroachment of land
area, sewage water of one house flowing to the property of the neighbours etc., the
petitioners are advised to file a complaint in civil Court.

Actions taken in respect of petitions are noted and the same is informed to the petitioners.
Not resolved: Although the matters mentioned in the petition are small in nature, there are
possibilities of breaking of law and order if the petition is not sorted out immediately.
Keeping this in mind, police station intervenes in such complaints and asks petitioners to
lodge complaints suitably.
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Police Station Process Document

Code Particulars Description

PS-02 Registration of FIR Based on the statement of petitioner, the police register FIR. Once the FIR is registered the
case is open for detailed investigation and police take action accordingly.

PS-04(c)-10 = Updation in Petition Register The visit and action taken to resolve petitions are updated in Petition Register.

PS-04(c)-11 ' Inform higher authority The action taken to resolve the petitions are informed to higher authorities.

Document Profile

Document Document Name Description Manual/ Ref. Page No.
Code Computerized inPartB
PSD-18 Petition Register A register for recording petitions and status of petitions Manual / 39

computerized
PSD-19 Endorsement A report on action taken by Police staff in Non-cognizable cases Manual 42
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Police Station Process Document

Process PS-04(d): Investigation- Rape Cases

Information about rape cases might be received directly from the complainant or from a doctor/other persons. Rape cases require certain
special procedures to be followed by the investigation team such as medical checks and chemical analysis.
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Police Station Process Document

Police Stati o Maboi Document Reference Legend
olice Station — Process Mapping . Process/Sub . (T Time
Investigation- Rape Cases
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Figure 11: PS-04(d)-Investigation- Rape cases
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Table 8: PS-04(d)-Investigation- Rape cases

Code Particulars
PS-01 Receipt of Information
PS-03 Spot Visit

PS-04(d)-1 | Initial Investigation

PS-04(d)-2 | Transportation of victim for medical check-

up

PS-04(d)-3  Seize clothes and other articles

PS-04(d)-4  Send articles for chemical examination

PS-04(d)-5 | Medical check-up of victim
PS-04(d)-6 = Medical Report
PS-02 Registration of FIR

PS-04(d)-7 = Any suspects
PS-04(d)-8  Medical check-up of suspects

PS-04(d)-9  Analysis and report

PS-04 Investigation- L&O and Crime

Police Station Process Document

Description

SHO receives the information regarding rape.

The SHO does the spot visit. The spot investigation for the case is started by the police
investigation team following the prescribed processes.

The SHO does the initial investigation. The statement of victim is carefully noted. The place
of offence, time of offence, accused details, etc. are noted down.

The Investigating Officer makes necessary arrangement for transportation of the victim. The
victim of rape is sent for Medical check-up without any loss of time.

The investigating officer seizes clothes and other articles with semen or blood stains during
the spot visit.

Clothes and other articles seized are sent for chemical examination.

The Medical Officer checks the victim.

The Medical Officer prepares a report confirming the rape or otherwise.

If the medical report confirms the rape, SHO register a FIR following the process prescribed.
A copy of FIR is sent to higher authorities as well as Magistrate.

Basis on the victim’s statement and the medical report, suspects are identified.

If any suspects of rape are found on the spot, they are also sent to Medical officer for check-
up.

The Chemical Examiner does the necessary analysis and prepares a report and sends it to the
Investigating Officer.

Based on the Medical report and Chemical examination report, detailed investigation is
started by the police investigation team following the prescribed processes™.

' The detailed investigation process is mentioned in Para 1426, Chapter XXXVI, Volume 2 of Karnataka Police Manual
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Police Station Process Document

Process PS-04(e): Investigation- Vehicles Theft

Vehicle thefts require certain additional steps in the investigation process such as intimation to the local RTO, contacting resellers, and
intimation to Police Control Room etc.

Police Stati b Maboi Document Reference Legend
olice Station — Process Mapping » Process/Sub ) ™ Time
Process Code  PS-04(e) Activity D:D Process Branching () Bound
Investigation- Vehicle Theft
Process Owner SHO . Process <> Decision i@ Police Regular Register
. Flow =7 T Updation
Version 1.0
Receipt of
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5 4
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v
Pass information to
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o
<
.2
=
©
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Figure 12: PS-04(e)-Investigation- Vehicle Theft
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Table 9: PS-04(e)-Investigation- Vehicle Theft

Code
PS-01

PS-02

PS-03

PS-04(e)-1

PS-04(e)-2

PS-04(e)-3

PS-04

Particulars
Receipt of Information

Registration of FIR

Spot Visit

Pass information to Police Control room

Intimation to concerned Regional Transport
Office

Investigation at re-sellers, shop, garages,
etc.

Investigation- Law & Order and Crime

Police Station Process Document

Description

Information about stolen vehicles might be received by the police station either from the
complainant or from other sources.

Based on the complaint, a FIR is registered. The SHO collects necessary information such as
vehicle registration number, colour, time and place of theft, etc. for the purpose of
registering the FIR.

The Investigating officer does the spot visit based on the information furnished by the
complainant.

Immediately after a motor vehicle theft is reported, the SHO passes the information to Police
Control room for onward transmission to all mobile vehicles and to alert Police station at
highways.

The SHO also informs the concerned Regional Transport Officer to maintain a track of the
stolen vehicle.

The Investigating team visits all the re-sellers shops, garages, etc. and instructs them to
collect information of vehicles which come for re-painting, re- registration, etc.
Subsequent to registration of FIR, the regular process of detailed investigation is carried on
by the police station. *’

" The detailed investigation process is mentioned in Para 1409, Chapter XXXVI, Volume 2 of the Karnataka Police Manual
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Police Station Process Document

Process PS-04(f): Investigation- Counterfeit Currency

Counterfeit currency related crimes are of the nature of a fraud and require certain special activities to be performed by the investigating
team. The investigation also involves the India Security Press for the purpose of confirmation of the counterfeiture and also the concerned

Currency Officer.

Document Reference Legend
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Figure 13: PS-04(f)-Investigation- Counterfeit currency
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Table 10: PS-04(f)-Investigation- Counterfeit currency

Code
PS-01

PS-02

PS-04(f)-1

PS-04(f)-2

PS-04(f)-3

PS-04

PS-04(f)-4

PS-04(f)-5

Particulars
Receipt of Information

Spot visit
Seize the currency

Send seized currency to Indian Security
Press for expert opinion
Investigation and prepare report

Investigation- Law & Order and Crime
Forward report and Seized currency to

Currency Officer
Disposal of seized currency

Police Station Process Document

Description

When counterfeit currency notes or coins are received at the RBI or any other bank, such
currency is sent to the Police with a report detailing the circumstances in which it is received.
Upon receiving of information, the Police start an investigation.

In cases where information is received at Police station, Investigating Officer does a spot visit
The Investigating officer seizes the counterfeit currency. The officer notes down the details
of notes/ coins such as: series, number of notes, denomination and value, from whom and
what circumstances received, etc.

The Investigating Officer sends the seized currency to Indian Security Press for expert
opinion.

The Indian Security Press conducts the necessary investigation and prepares a report on the
counterfeit currency™.

Based on the report, detailed investigation is started by the police investigation team
following the prescribed processes.

The Investigating Officer forwards the report along with seized currency to currency officer
after the investigation and disposal of the case with a copy of the judgement of final report.
The currency officer takes the necessary steps to dispose the currency as appropriate.

% The detailed investigation process is mention in Para 1415, Chapter XXXVI, Volume 2 of the Karnataka Police Manual
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Police Station Process Document

Process PS-05: Arrest Process

Arrest Process starts with deciding whether the offender can be bailed or not. If bailable, the offender can be released subject to fulfilment of
prescribed formalities. However, in non bailable cases, the offender is arrested following Supreme Court guidelines and admitted to hospital if
required and produced before court within 24 hours of arrest. Certain special procedures need to be followed when arresting women and
juvenile persons. After detailed investigation if the offender is identified, he/she can be arrested based on the conviction made by the
offender. Then the police can arrest the person.
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Police Station Process Document

Police Stati o Maboi Document Reference Legend
olice Station — Process Mapping - Process/Sub . 1) Time
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Figure 14: PS-05-Arrest Process
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Table 11: PS-05-Arrest Process

Code
PS-05-1
PS-05-2

PS-05-3
PS-05-4

PS-05-5

PS-05-6

PS-05-7
PS-05-8

PS-05-9

Particulars

Secure the person for arrest
Bring person to police station

Entry in Station House Diary

Entry in Prisoner Search Register

Execution of bond by dignified person/
personal bail

Entry in Bail Bond Register

Release the offender
Necessary actions

Fill Supreme Court Guidelines check list

Police Station Process Document

Description

Police staff secure the accused/ suspect for arrest.

The person to be arrested is brought to the police station. In case of women and juveniles,
certain special guidelines for arrest need to be followed such as arrest only by WPC, time
restrictions for arrest, night custody in Women Stay Home and so on.

An entry is made in the Station House Diary to record the arrest™.

The Police conduct search of the person and list down all items in his/her possession. An
entry is made in Prisoner search register.

Bailable: In the case of bailable offence, the person who committed the offence can be
bailed out on execution of bond. Such bond is executed by a dignified person of society”. In
some cases person is bailed out on personal bail of Pl. Sometime the bond is surety bond.
The amount for surety bond is decided by Pl himself. The bond might be subject to certain
conditions like the offender has to visit police station on regular basis, the offender cannot
leave the country until the issue is closed etc.

After the execution of bond, the offender is released on bail. Counter of bail bond is
maintained in Bail bond register.

After execution of bond and entering in the bail bond register, the offender is released.

If accused jumps bails, Police staff informs the Court and further charges are framed against
the accused. In cases where a dignified person has given surety, the amount mentioned in
surety bond is required to be deposited in Court by the dignified person.

Non Bailable: In case of non bailable offences, Police cannot bail the person. Police have to
arrest the person. There is a guideline issued by the Supreme Court for activities to be
carried out while arresting any person. The Police must ensure that the compliances listed in
the guidelines are taken care while arresting a person.

Yprocess for Arrest, Custody, Bail and Remand is detailed in Chapter XXXII, Volume 2 of the Karnataka Police Manual
» Generally a respectable, popular and known person of society
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Code
PS-05-10
PS-05-11

PS-05-12

PS-05-13

PS-05-14

PS-05-15

PS-05-16

PS-05-17

Particulars
Entry in Arrest Card
Medical check of arrested person

Admit in hospital, if required

Deploy PC/WPC at hospital

Produce accused before Court& Submit

remand application, if required

Order for Judicial custody/ Police Custody

Necessary action in case of Police Custody

Update Case Diary & Other relevant
registers

Police Station Process Document

Description

After the accused person is arrested, entry is made in the arrest card.

Medical check up is required within 24 hours of arrest of person. The police approach nearby
authorised hospital/ doctor to check the person’s health. A request is made to the doctor
and based on the request the doctor checks health of the person.

If the doctor feels that the health of the person is not good or it is required to admit him/her
in hospital, the same is informed to SHO. Based on the doctor’s report, the SHO makes
necessary arrangement to admit the person. A hospital memo for the same is prepared.

A Police Constable is deployed at the hospital. In case the accused is a woman, a Woman
Police Constable is deployed for the same.

Any accused after arrest should be produced to the Court within 24 hours of arrest. An arrest
report along with accused is presented before the Court. In the case of juveniles, the accused
is produced before the Child Welfare Committee. When an investigation cannot be
completed within 24 hours of after the arrest of an accused, a report is sent to Court seeking
permission for further remand of the accused. Accordingly, the accused is produced before
the Court/ CWC.

If the offence is proved, Court issues an order for judicial custody of the accused. In some
cases where Court finds that further investigation is required, order for Police custody is
issued and further action is taken by the Police staff.

In cases where Court approves the remand application, the Police staff takes necessary steps
for further investigation and try to resolve the case.

After producing the accused before the Court, the same is updated in case diary as well as in
other relevant registers. If the accused is convicted of his/ her offence, an entry is made in
conviction register
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Police Station Process Document

Document Profile

Document Document Name Description Manual/ Ref. Page No.
Code Computerized inPartB
PSD-20 Bail Bond A surety bond for person who is released on bail Manual 43
PSD-21 Bail Bond Register A register for persons who are released on bail. Counter of bail bond is Manual 45
maintained
PSD-22 Prisoner Search Register = A list of the property found during search of arrested person is noted Manual 46
down in Prisoner Search Register
PSD-23 Supreme Court When an accused person is placed under arrest, the Investigating Officer Manual 47
Guidelines Checklist has to follow and fill up details and this is termed as Supreme Court
Guidelines
PSD-24 Arrest Card/ Arrest A report of details of prisoner such as name of prisoner, time and place of = Manual 48
Report arrest, person in-charge, etc.
PSD-25 Hospital Memo A document for prisoner/ accused to be hospitalized Manual 50
PSD-26 Remand Application When an investigation cannot be completed within 24 hours of arrest of Manual 51

an accused, a report along with Case diary is sent to Court seeking
permission for further remand of accused
PSD-27 General Conviction Name of the persons convicted for offences are entered in Conviction Manual 52
Register register
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Police Station Process Document

Process PS-06: Investigation Closure

Once a complaint is received in a police station and investigation is done in detail then there are three possibilities; a) Complaints which are
solved. b) Complaints which are not solved. ¢) Complaints which are found to be false complaints at the time of conducting detailed
investigation. Investigation closure is a process which starts with detailed investigation and ends when the charge sheet is filed in the Court
and the complainant is informed about the same in form No.159. Unsolved cases are closed on the expiry of the prescribed period for
investigation. The investigation closure involves the filing of an A/B/C report as appropriate.
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Police Station Process Document

Document Reference Legend
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Figure 15: PS-06-Investigation Closure
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Table 12: PS-06-Investigation closure

Code
PS-04
PS-06-1

PS-06-2
PS-06-3

PS-04

PS-06-4

PS-06-5
PS-06-6

PS-06-7

PS-06-8

Particulars
Investigation- L&O and Crime
Endorsement to complainant

Whether investigation required?
Obtain permission from Court

Investigation- L&O and Crime

File B Report to Court

Recovery of Property, if any
Call complainant to verify the property

Submit property to Court

Prepare charge sheet and File A report
to Court

Police Station Process Document

Description

Non-cognizable: For all non-cognizable complaints, FIRs are not registered and only action
taken reports in the form of endorsements are given. Examples; issues like loss of marks card,
driving licence etc. Endorsement from police station is necessary to enable the concerned
authority to issue duplicate copies.

Some non-cognizable offences also required investigation®.

In such cases where non-cognizable offences required detailed investigation, Court permission
is obtained.

If the Court permits for investigation in non-cognizable offences, the detailed investigation is
started by the police investigation team following the prescribed processes.

False complaint/ mistake of facts/ lack of evidences: During detailed investigation, if it is found

that the complaint given is false or complaint has mistakes of facts or the complaint is
registered without sufficient evidence. In all such cases, B report is filed to Court and necessary
action is taken against the complainant if required®.

Solved Cases: If a theft case is solved, the property is to be recovered fully/partly.

In order to identify the recovered property, the complainant is called and asked to verify the
property. This is done so in order to confirm whether the property lost and property recovered
is one and the same.

Since the case is already pending in Court, the property collected cannot be released to the
complainant directly by the police station and this can be released to the party only by Court
order.

Only the Court has powers to close a case. After detailed investigation If the accused is
identified, Police submit the case file along with charge sheet®.

*! Detailed in Para 1211, Chapter XXVII, Volume 2 of the Karnataka Police Manual
2 Detailed in Para 1571-74, Chapter XXXVIII, Volume 2 of the Karnataka Police Manual
 Detailed in Chapter XXXVIII, Volume 2 of the Karnataka Police Manual
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PS-06-10

PS-06-11

PS-06-12

Particulars
Obtain permission to close investigation

File C report to Court

Update case diary & relevant register

Intimate to complainant in Form 159

Document Profile

Police Station Process Document

Description

Unsolved, time barred: After the expiry of the timeline for closing the investigation, if the case
remains unsolved, permission is sought from the superiors to close the investigation. In case of
heinous crime cases, permission of DCP is required to be obtained whereas for non- heinous
crime cases permission from ACP is obtained.

On obtaining permission to close the investigation, C report is sent to Court. (C report is a report
indicating that the offender could not be traced within timeline provided by the superior and if
offender is traced in future, the file will be reopened and action will be taken accordingly)
Based on the report filed to the Court, the same is updated in Case Progress Diary and Case
Disposal Diary by the Court duty staff. Case diary and other relevant registers are updated at
Station house

After filing the charge sheet and A report, the same is intimated to the complainant in Form
159.

Document Document Name Description Manual/ Ref. Page No.

Code Computerized inPartB

PSD-28 A Report/ Charge Sheet | Charge sheet(A Report) is submitted to Court. Upon the completion of an Manual & 54
investigation, a sheet stating the accused name, address and charges Computerized

PSD-29

PSD-30

PSD-31

made against him is submitted to the Court, called as Charge Sheet

B Report In cases where FIR registered to the Police station is false in nature, B Manual 55

Report is submitted to Court

C Report After completion of an investigation, if it is considered that in spite of all Manual 56

steps taken, there is no prospect of obtaining any further clue and nothing

more can be done in the case, C report is submitted to Court treating the

case as undetectable

Form 159 A notice to the complainant communicating action taken by Police against = Manual 57
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Police Station Process Document

Document Profile

Document Document Name Description Manual/ Ref. Page No.
Code Computerized inPartB
the person on whom FIR is filed
PSD-32 Court Progress Register | Day to day progress of case in Court are updated Manual 58
PSD-33 Court Disposal Register  Upon completion of case in Court are updated Manual 59
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Police Station Process Document

Process PS-07: Further FIR

Further FIR (also called Second FIR) is registered when during investigation of a UDR/Missing case, information providing grounds for
registering a further case under different charges such as a murder, kidnap, theft etc. is received. In other cases, a further FIR may be
registered in circumstances where additional charges are to be levied depending on the nature of the crime.

Police S o v Document Reference Legend
olice Station — Process Mapping = Process/Sub @ . ™) Time
Process Code  PS-07 Activity Process Branching O Bound
Further FIR b o SHO o
rocess Owner 2 i
— Flrgv(\:/ess <> Decision g8 ?:)Tllce D Regd“k’fr ﬁ Register
Version 1.0 Updation
Investigation-
UDR
PS-04(a)
c
2
S
&
= UDR cases
[
g | tigation
- nvestiga -
l—Missing Cases—» Missing
PS-04(b)
: B
o Ground for further Registration of FIR Forward FIR tq . |nvest|gat|9n—
z L_Other Cases———————————— P FIR > PS-07-2 » concerned authorities » L&O and Crime End
PS-07-1 PS-07-3 PS-04

Figure 16: PS-07-Further FIR
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Table 13: PS-07-Further FIR

Code
PS-04(a)
PS-04(b)
PS-07-1

PS-07-2
PS-07-3

PS-04

Particulars
Investigation- UDR
Investigation- Missing
Ground for further FIR

Registration of FIR
Forward FIR to concerned authorities

Investigation- Law& Order and Crime

Police Station Process Document

Description

During the investigation of Un-natural death cases, it could be suspected that the case is of a
murder; Similarly, during the investigation of missing cases, it could be suspected that the
case of missing person is in fact a case of kidnapping or murder. In such cases, a further FIR is
required to be registered at Police station for investigation of the offence.

Based on the grounds for a further FIR, a FIR is registered.

Upon registration of FIR, one copy of the FIR is retained in the Station and another will be
forwarded without delay to the Magistrate having jurisdiction. Two copies along with copy of
the Station House Diary is sent to the Circle Inspector, who will submit the same to the Sub-
Divisional Police Officer.

This is the continuous process for investigation. On registering a further FIR, the investigation
is taken up accordingly.
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Police Station Process Document

Process PS-08: Transfer of FIR — In

Transfer of FIR In is a process starting from obtaining information of FIR registered in other Police Station and receiving the case file, FIR and
commencing detailed investigation.

bolice S - " Document Reference Legend
olice Station — Process Mapping » Process/Sub @ ) T Time
Process Code  PS-08 Activity Process Branching () Bound
Transfer of FIR- In p o SHO
rocess Owner ™ i
e Elroovf/ess <> Decision ‘g8 Pﬁllce Q Regula.r ﬁ Register
Version 1.0 Updation
Approach to other PS Receive Case file and
for transfer of FIR > FIR
PS-08-1 PS-08-4
o
I
wv
4 4
Prepare an Inform to concerned | igation- L&O
application for Acknowledgement o Entry in SHD o Court . nvestlganc.m- End
transfer of FIR PS-08-5 PS-08-6 PS-08-7 and Crime
PS-08-2 P3-04

= 4
3
S Court permission for
> transfer
f=
§ PS-08-3
c
)
(Y)

Figure 17: PS-08-Transfer of FIR (In)
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Table 14: PS-08-Transfer of FIR (In)

Code
PS-08-1

PS-08-2

PS-08-3
PS-08-4

PS-08-5
PS-08-6

PS-08-7

PS-04

Particulars
Approach to other PS for transfer of FIR

Prepare an application for transfer of FIR

Court permission for transfer
Receive case file and FIR

Acknowledgement
Entry in SHD

Inform to concerned Court

Investigation L&O and Crime

Police Station Process Document

Description

In many cases it may be observed for a case registered in a particular police station, an FIR
may be pending in some other police station. For example FIR may be filed for missing in one
police station where as FIR may be filed for murder in another police station and both cases
are inter dependent. The police station where FIR for murder has been filed may get
information that FIR is already pending for missing in the other police station or vice-versa.
An application is prepared by the police station which seeks the transfer of FIR from another
police station.

Court permission is obtained for transfer of FIR.

On receipt of the transfer application, the transferor police station sends the relevant case
file after obtaining photocopies.

The case file received is duly acknowledged by the receiving station.

Like any other complaint being received, when an FIR with case file is received from another
police station, the same is entered in the Station House Diary.

The matter of receipt of the case file and FIR is informed to the Court having jurisdiction over
the receiving police station.

On receipt of the FIR and case file, the receiving police station proceeds to investigate the
case as appropriate.
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Police Station Process Document

Process PS-09: Transfer of FIR — Out

Transfer of FIR Out is a process starting from approach by other Police Station for transfer of existing case in a particular Police Station
followed by transfer of FIR and all case related documents from the Police Station.

Police Stati o Maooi Document Reference Legend T
olice Station — Process Mapping . D:D Process/Sub @ ) ™) Time
Process Code  PS-09 Activity Process Branching @ Bound
Transfer of FIR- Out p o - )
rocess Owner SHO Process <> Decision 1@ Police Regular Register
) Flow =T Updation
Version 1.0
T Investigation-
W Ongoing Investigation— L&O and Crime <
PS-04
Application by other PS i
Information regarding Take photo copies of Send Case related
o Receive application crime related to other pcase filep . documents
z for transfer of FIR Police Station jurisdiction b b
PS-00-1 05.09.2 S-09-5 S-09-6
! | }
Initiate transfer of Not granted Receipt of Inform to Court
case to other PS Acknowledgement » PS-09-8 End
PS-09-3 PS-09-7
v
£
3
S
het Granted
Q
£
Q
o
5 Court permission for
o
trasfer
PS-09-4

Figure 18: PS-09-Transfer of FIR (Out)
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Table 15: PS-09-Transfer of FIR (Out)

Code
PS-09-1

PS-04

PS-09-2

PS-09-3

PS-09-4

PS-09-5

PS-09-6

PS-09-7
PS-09-8

Particulars
Receive application for transfer of FIR

Investigation L&O and Crime

Information regarding crime related to
other police station jurisdiction
Initiate transfer to other PS

Court permission for transfer
Take photo copies of case file
Send Case related documents

Receipt of Acknowledgement
Inform to Court

Police Station Process Document

Description

Application by other PS: For an FIR registered in the police station, an application might be
received from another police station requesting for transfer of the case to that police
station. Example of such a case might be when an UDR case is registered in the police station
and another police station requests for a transfer of the case since a corresponding case of
murder is registered pertaining to the same person.

On-going investigation: While carrying out detailed investigation, it may come to light that
there are two FIRs filed in two separate police stations and there is a linkage between the
two FIRs. In such circumstances, action is to be taken for the transfer of FIR from one police
station to the other police station.

During detailed investigation, information may be obtained resulting in the case pertaining
to another police station necessitating a transfer of the case to the other police station.

On receipt and scrutiny of a transfer application, the police station initiates necessary steps
for transferring the case to the requesting police station.

For transferring FIR to another police station, approval of concerned Court is obtained. If the
approval is not granted by Court, the case will be investigated in the same Police station.
Before transferring the FIR and case file, photo copies of the entire case file is taken and kept
in the transferring police station.

For transferring FIR to another police station, a letter is prepared and along with the FIR all
case related documents are enclosed and the entire set is sent to the other police station.
After transferring FIR, acknowledgement from the other police station is obtained.

The matter of transferring of FIR to another police station is informed to the Court so that
this can be updated in the Court records appropriately.
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Police Station Process Document

Process PS-10: Raid Cases

Raid is a process of making surprise visit to any spot based on receipt of information and the purpose could be to arrest suspected person or
seize prohibited goods or stop unfair and un-healthy practices.

Police Stati o Maboi Document Reference Legend )
olice Station — Process Mapping o Process/Sub X ™) Time
Process Code  PS-10 |:| Activity D:D Process Branching () Bound
Raid Cases p o
Process Owner SHO — Flr:vfless <> Decision -‘jg Icirlce O Regula_r ﬁ Register
Version 1.0 Updation
Decision to conduct
PS-10-1
o Notice to Panchas
z PS-10-2
ﬁ . . Updation of relevant Investigation-
Necessary arranggment Entry in SHD Registration of registers and case Law & Order and
to conduct Raid > FIR ) > ;
PS-10-3 Ps-10-4 0502 diary Crime
D - PS-10-8 PS-04
'}
A
Conduct Raid mahajar
PS-10-5
k]
e If required
£ Y
§ Seize items/ materials
5 found at spot
= PS-10-6
20
a
$
£ A
Send items/ materials for
Forensic |nvgstlgatlon, if If required Arrest Process
required PS-05
PS-10-7

Figure 19: PS-10-Raid Cases
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Table 16: PS-10-Raid Cases

Code

PS-10-1

PS-10-2

PS-10-3

PS-10-4

PS-10-5

PS-10-6

PS-10-7

PS-05

PS-02

PS-10-8

PS-04

Particulars

Decision to conduct raid

Notice to Panchas

Necessary arrangement to conduct Raid
Entry in SHD

Conduct Raid mahajar

Seize items/ materials found at spot
Send items/ materials for Forensic
investigation, if required

Arrest Process

Registration of FIR

Updation of relevant registers and case

diary
Investigation- Law & Order and Crime

Police Station Process Document

Description

When information about possession of prohibited goods, gambling activity or conducting of
unfair and un-healthy practices is received, decision is taken by the SHO to conduct raid at
that spot.

Before conducting a raid, it is required to take Panchas along with the police staff and hence
notice is issued to Panchas asking them to accompany the police team at the time of raid.
Necessary arrangement is made by the SHO such as deployment of police staff, arrangement
of vehicles, arms, etc. as required to conduct raid.

Before the police team leaves the Police Station to conduct the raid, an entry is made in the
SHD.

The police staff visits the spot where Raid has to be conducted. Once they find prohibited
Junlawful things on the spot, they conduct mahajar with the assistance of Panchas.

The police staff may find counterfeit notes, Ganja or any other unlawful things on the spot.
These items are seized.

Some of the items like Ganja, Counterfeit notes etc., are required special investigation by
FSL/ Indian Security Press. The seized items are sent accordingly.

The offence committed may require the accused to be arrested and in that case action is
taken for arrest.

If the offence committed is found to be cognizable offence, then FIR is registered following
the prescribed processes.

After registering FIR, the same is updated in the relevant registers as well as in the case
diary.

The investigating officer proceeds to investigate the case as appropriate.
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Police Station Process Document

Process PS-11: Police Escort

Whenever any person (i.e suspect, accused, prisoner or any person under trial) is to be moved from the police station to another police station or Court or

any other location, he is escorted by police staff. The escort may end on handing over the person at the destination or after bringing him back to the police
station.
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Police Station Process Document

Police Stati p M . Document Reference Legend
olice Station — Process Mapping B Process/Sub '  Time
Process Code  PS-11 Activity Process { ) Branching O Bound
Police Escort
. - Process Owner 3 i )
SHO —_—> ’F:’Ir;)‘;ess <> Decision /8 P?rl'ce R88U|§r ﬁ Register
I j ﬂ ﬁl\ NG Rffﬁ‘l\ | Version 1.0 Updation

Court order/ request to

Start present accused/ UTP Acknowledgement on
before Court/ Other PS letter

Court/ Other Police
Station

PS-11-1 PS-11-9
Y
v
Deployment of Police Prepare a letter for
staff for transportation of
transportation d accused/ UTP
PS-11-2 PS-11-3
Y v
o Prepare passport Prepz\a;:rl::::vfiyr/ Bus Entry in case file, SHD
3 (Permission) By Public Transport— X & relevant registers End
PS-11-4 transportation PS-11-10
PS-11-5
By Police vehicle
Vehicle arrangement
for transportation
PS-11-6
v Return back the person
- S Return back cases— under custody
b=
© PS-11-8
“w
e Handover cases
]
I

Handover accused/ UTP to
concerned Court/ PS
PS-11-7

Figure 20: PS-11-Police Escort
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Table 17: PS-11-Police Escort

Code

PS-11-1

PS-11-2

PS-11-3

PS-11-4

PS-11-5

PS-11-6

PS-11-7

PS-11-8

Particulars
Court order/ request to present accused/
UTP before Court/other PS

Deployment of Police staff for
transportation

Prepare a letter for transportation of
accused/ UTP

Prepare passport(Permission) of each
police staff

Prepare railway/ Bus warrant for
transportation

Vehicle arrangement for transportation

Handover the accused/ UTP to concerned
Court/ PS

Return back the person under custody

Police Station Process Document

Description

An accused in the custody of the police station might be required physically in a Court or
other police station. In such cases, an order is passed by the Court/other police station
requiring the person to be transported to that Court/Police station. For example, a person
who has committed offence in Bangalore region might get caught in Mysore region. This
would require him to be transported from Mysore to Bangalore for trial/investigation.

When the person in custody has to be transported to Court/ other police stations, the person
has to be escorted by police constables. SHO of the police station deploys the police staff for
this work.

A letter is be prepared by the SHO furnishing details of the accused/ under trial prisoner and
the escorting police staff. This letter is prepared addressed appropriately to the Court / other
police station.

When the police staff are deployed for transporting person, passports are issued to them.

Bus/railway: The person and escorting staff may be transported in the police vehicle or using
public transport like bus or railway. In order to transport the person by railway or by Bus
necessary railway/bus warrant is prepared by SHO and issued to the escorting police staff
and a copy of the same is handed over to the escorting police staff so that this becomes
permission for the person and escorting police staff to travel to the required destination.
Vehicle: Necessary vehicle arrangement for transportation of the accused/ under trial
prisoner with accompanying police staff is done in order to produce the prisoner in the
Court/other police station.

Handover Cases: After transporting the accused/ under trial prisoner, the escorting police
staff handover the person to the Court or to other police station so that further action is
taken by the Court / other police station.

Return back cases: If the accused is sent to other Police station or Court only for enquiry, it is
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Code Particulars

PS-11-9 Acknowledgement on letter

PS-11-10 Entry in case file, SHD & relevant registers

Document Profile

Police Station Process Document

Description

the duty of same escorting staff to bring him back to the Police station.

When the accused/ under trial prisoner is handed over to the respective Court or other
police station, necessary acknowledgement is taken on the letter being carried by the
escorting police staff.

Necessary entries are made in the case file, SHD and other relevant registers relating to the
transportation of accused/ under trail prisoner.

Document Document Name Description Manual/ Ref. Page No.
Code Computerized inPartB

N/A Letter for transportation = A letter for transporting of accused/ under trial prisoner Manual

PSD-34 Railway warrant A warrant for transportation of accused/ under trial prisoner with police Manual 61

staff to other place by railway.

PSD-35 Bus warrant A warrant for transportation of accused/ under trial prisoner with Police Manual 62

staff to other place by bus.
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(pKA STarg

Police Station Process Document

Process PS-12: Care and Custody of Arms & Ammunition
All arms and ammunition to be used by the police staff is supplied by the City Arms Reserve. The arms and ammunition are assigned to the custody of a PSI

who records all issues and returns of such arms and ammunition. Detailed records are kept for the ammunition used by the person who has been issued the
ammunition. Replenishment of ammunition is made periodically for expired/used ammunition.
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Police Station Process Document

Police Stati b Maooi Document Reference Legend
olice Station — Process Mapping - Process/Sub @ . ™ Time
Process Code  PS-12 Activity Process Branching () Bound
Care and Custody of Arms & p o SHO
e rocess Owner 3 i
Ammunition — ;':vcvess <> pecision 48 PTTIICE Regular Hj Register
Version 1.0 Updation
3
- __
3 Station wise Replenishment of
< allocation of arms -
E Start and ammunition ammunition
= PS-12-1 PS-12-14
Z '}
&
' ]
Receipt of arms and Store in designated | .
ammunition place Entry in Goyt. Property
PS-12-2 PS-12-4 register
PS-12-11
o Y
I
wv
] :
K f
E i . i
ntry in Goyt Property Assign custody of arms Necessary action
register to concerned PSI PS-12-10
PS-12-3 PS-12-5
Y
A
[
g Issue arms for dail ﬁ
2 . Y Entry in Note book Entry in Note book
o duty and special duty » PS-12-7 PS-12-13
= PS-12-6
wv
& Y
Signature on issuance Self declaration on
entry in note book Used ammunition—®»  ammunition used
4= PS-12-8 PS-12-9
&=
b
o Unused ammunition
o
©
a
Return unused
ammunition to PSl in-
charge
PS-12-12

Figure 21: PS-12-Care and custody of arms and ammunition
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Police Station Process Document

Table 18: PS-12-Care and Custody of arms and ammunition

Code
PS-12-1

PS-12-2

PS-12-3

PS-12-4

PS-12-5

PS-12-6

PS-12-7

PS-12-8

PS-12-9

PS-12-10

PS-12-11
PS-12-12

Particulars

Station wise allocation of arms and
ammunition

Receipt of arms and ammunition

Entry in Govt. Property register

Store in designated place
Assign custody of arms to concerned
PSI

Issue arms for daily duty and special
duty
Entry in Note book

Signature on issuance entry in note
book

Self-declaration on ammunition
used

Necessary action
Entry in Govt. Property register

Return unused ammunition to PSI
in-charge

Description

Periodically, the City Arms Reserve allocates arms and ammunition to all police stations. The
allocation is made with reference to sensitivity of the region and other factors.

The arms and ammunition sanctioned to a police station is received by that police station from time
to time.

All the arms and ammunition received by the police station are entered in the Government Property
Register maintained in the police station.

All the arms and ammunition received are stored in designated place in the station house.

The arms and ammunition received by the police station are entrusted to one PSI of that police
station”. Hence the concerned PSI becomes the custodian of arms and ammunition of that police
station.

Arms are issued to the Sentry, night Beat Staff and other staff for any special duty as required. The
same are issued under authorization of the person in-charge.

The arms and ammunition issued to the police staff for specific purpose are entered in the note
book maintained in the police station by the person in-charge.

Every entry for issue of arms and ammunition is acknowledged by the receiver by means of a
signature against the issue entry in the note book.

Used ammunition: In cases where ammunition is used by the Police staff, he reports the
ammunition utilized by him. A self-declaration is also required. Police staff mentions details of each
ammunition used.

The SHO takes necessary action to replenish the stock of the ammunition and updation of the
necessary case records with details of ammunition used.

The arms and ammunition used are entered in the Government Property register.

Unused ammunition: Any unused ammunition is returned to the person in-charge after completion
of the sentry/beat/special duty.

* Detailed in Para 1008, Chapter XX, Volume 2 of the Karnataka Police Manual
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Code Particulars
PS-12-13 Entry in Note book
PS-12-14 Replenishment of ammunition

Document Profile
Document Document Name

Code
PSD-36 Govt. Property Register
PSD-37 Note Book for arms

issue

Description

Police Station Process Document

The unused ammunition returned by the police staff is entered in the note book and duly signed by

the person in-charge.

Periodically the expired ammunition is replaced with new ammunition. The SHO keeps a track

record of expiry of ammunition. At expiry date, the SHO approaches the City Arms Reserve and does

the necessary action for replenishment of ammunition. An entry for replenishment of ammunition

is made in SHD and Govt. Property Register.

Description

Details of all the properties in Police station
A note book for details of issuance and receipt of arms and ammunition
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Police Station Process Document

Process PS-13: Processing of Warrants, Summons, etc.

Summons and warrants are issued by the Court, but serving of summons or warrants are to be executed by the Police Station concerned. A
Process Register in Form No. 71 is maintained in each Police station in which all summons/warrants/notices received from Courts for service
or execution, and the disposal of such summons/warrants/notices are entered. All non-bailable warrants issued at the instance of the other
departments should be executed by the police with the assistance of departmental officials concerned to identify the accused.
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Police Station Process Document

bolice S o " Document Reference Legend
olice Station — Process Mappin . / Time
il L [ f @ O,
Processing of Warrants, Summons, etc. .
Process Owner SHO E;:\;less O Decision B P:)Tllce Re%ma-r Hﬂ Register

| J_I‘#N‘I\“A“G'Rﬁl\. J Version 1.0 Updation

I Issue Summons and

3 Warrants

© PS-13-1

4
Enter in Process send one Head
g Register > Warrant Constable with Police
© PS-13-2 Constable
PS-13-8
Summons/ Notice
' (R
Visit the address of Visit the address of Person is Update the Process
Accused/ Witness Accused/ Witness available? Yes—p Execu;es_t?;\{\;arrant > Register End
N PS-13-3 PS-13-9 PS-13-13
=
A

Q No

2 v

g Seek permission from

bed be served? No——————————» Court for extra time

2 PS-13-4 PS-13-11

°

a

Yes
v
Take
Serve the Summons acknowledgment/ Inform the Court
PS-13-5 Signature PS-13-7
PS-13-6

Figure 22: PS-13-Processing of Warrants, Summons, etc.
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Police Station Process Document

Table 19: PS-13-Processing of Warrants, Summons, etc.

Code Particulars Description

PS-13-1 Issue Summons and Warrants Summons and warrants are issued by the Court for the Police to serve or execute. The Court
duty staff collects all the summons, warrants, notices, etc. and handover them to Writer of
station house.

PS-13-2 Enter in Process Register After the receipt of summons/warrants, the same are entered in the Process register for
service or execution, as the case may be. The SHO checks the beat area where the summons/
warrant is to be executed and hands over the summons/ warrant to the beat police for

execution.

PS-13-3 Visit the address of suspect/ witness Summons: For issuing Summons/Notice, the Police Constable assigned with the service visits
the address of the person as stated in the Summons.

PS-13-4 Can summon be served? The Process staff make multiple attempts as required to serve the summons.

PS-13-5 Serve the Summons The summons/notice is to be served to the person himself or any adult male member of the

family. In case where person is working in company or any organization, the summons/
notice can be served to the boss/ principal of company. If the Police Constable is not in a
position to serve summons/notice, then the summons/notice is pasted on the door®.

PS-13-6 Take acknowledgment/ signature On serving the summons/notice, acknowledgement is taken from that person. In cases
where summons/ notice is issued to relative or boss of that person, then acknowledgement
is taken from that person.

PS-13-7 Reply to the Court After serving the summons/notice, the status of summons/notice is communicated to the
Court.
PS-13-8 Send one Head Constable with Police Warrant: In case the suspects/witnesses have not responded to summons/notice, then Court
Constable may issue warrant against them. When warrant is issued to any suspect/ accused/ witness, it

is necessary that one Head Constable and one Police constable go together and execute the
same. There are many types of warrants such as: Accused warrant; b) Witness warrant; c)

% process and guidelines for execution of warrants/ summons/ notices are detailed in Section 79 to 85 of the Code Of Criminal Procedure, 1973 and related Circulars
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Police Station Process Document

Code Particulars Description
Fine levy warrant; d) Warrant against complainant
PS-13-9 Visit the address of Accused/ Witness A team of Head Constable and Police Constable visit the house of the suspect/witness.
PS-13-10 Person is available? The Process staff make multiple attempts as required to execute the warrant.
PS-13-11 Seek permission from Court for extra time In case the person is not available, permission may be sought from the Court for giving some

more time to execute the warrant if possible.

PS-13-12 Execute the Warrant If the person is available, the team executes the warrant. If the person mentioned in warrant
refuses to come with the team, the team may proceed to arrest the person.

PS-13-13 Update the Process Register Status of execution of warrant, service of summons/notice is updated in the Process Register
in the police Station.

Document Profile

Document Document Name Description Manual/ Ref. Page No.
Code Computerized inPartB
PSD-38 Process Register A register for all the Summons, Notices, Warrants, etc. received in police Manual 68

station and status of serving/ execution of the same
PSD-39 Warrant A written document received from Court/ higher authorities for execution = Manual 71
PSD-40 Summons A written document received from Court/ higher authorities for serving Manual 72
PSD-41 Notice A written document received from Court/ higher authorities for serving Manual 73
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Process PS-14: Beat Operation

The principal functions of the police are prevention and detection of crime. Intimate knowledge of the conditions prevailing in the station
jurisdiction and of the movements and doings of criminals are conditions precedent to the successful prevention of crime. To gain such
knowledge, an efficient beat system is a primary necessityzs.

There are a number of beats coming under the purview of each police station. Different sets of beat staff are allocated to these beats for
carrying out beat work. The Station House Officer decides the intervals at which beat staff should be sent on the different beats in the
jurisdiction according to the importance of the beats. Beat staff work are functioned through Cheetah (Police patrol bike), Hoysala (Police
patrol car) and Janasnehi points. Number of vehicles for Cheetah and Hoysala depends on jurisdiction of each Police station.

Information to be gathered by Beat Constable: A beat constable on beat duty should-

e watch specially dangerous criminals or gangs which require surveillance;

e pick up information from or about travellers at camping grounds and places of public resort;

e gather information about the visit of any bad characters, suspicious strangers and wandering gangs in the area;

e make enquiries about the movements and doings of ex-convicts including K.Ds., and suspects and whether any ex-convict or other
person has been spending money lavishly or incurring expenses beyond his normal means;

e find out whether there are any receivers of stolen properties in the beat and whether any known receiver has been contacted by
any bad character or strangers;

e make enquiries about liquor shops, illicit distillation of liquor, unlicensed weapons, gatherings and panchayats, activities of political
parties, factions or ill-feelings in respect of lands, temples, processions, festivals, religious or communal disputes, stone throwing
likely to give rise to riots and other matters affecting public peace;

e to gather information about the delivering of lectures, holding of meeting of political nature or otherwise; and

e to make enquiries in particular beat whether bad characters have been, or are, in the neighbourhood.

% A revised beat system is detailed in Government Order No. HD217 SST2010, dated 21-06-2010
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bolice Station P Manoi Document Reference Legend
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Figure 23: PS-14-Beat Operations
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Table 20: PS-14-Beat Operations

Code
PS-14-1

PS-14-2

PS-14-3

PS-14-4

PS-14-5

PS-14-6

PS-14-7

PS-14-8

PS-14-9

Particulars

Allocation of area amongst beat staff

Visit to Police Station daily

Instruction for work to be carried out

Patrols and roaming in area as per
instruction
Conduct monthly public meeting

Note minutes in Beat Committee Meeting
Book
Swiping of e-Beat instruments (Night)

Daily entry in Beat Note Book

Preliminary enquiry

¥ Detailed in Chapter XXII, Volume 2 of the Karnataka Police Manual

Police Station Process Document

Description

As per the current practice, one beat constable works in a particular beat for six months
compulsorily. The concerned police inspector in charge allocates the beat area among beat
staff. The allocation is done once in six months.

The beat staff are required to come to the police station at the beginning of every day and
meet their superiors.

The Station House Officer gives specific instructions to the beat constable regarding the
nature of the work he has to perform, the manner in which it should be performed and the
time by which he should return to the Police Station. The work to be carried out by beat staff
may change on a day to day basis depending on circumstances.

The beat staff conduct patrols and roaming on continuous basis in their assigned beat area
as per the instructions given by their superiors®’.

Monthly: A monthly meeting is conducted by the beat staff with the public in order to
discuss different issues, as well as, to find out whether any assistance is required from the
police department.

The minutes of meeting are noted in Beat Committee meeting book. The beat constables
and the beat committee members sign the Beat Committee meeting book.

Daily: Under this system, beat staff swipes his card on the reader. This helps in recording of
time of beat staff patrolling and roaming in their respective beat area.

Every beat constable carries a Beat Note Book in which he records his daily beat activities. He
is also required to enter details of significant incidents noticed during his beat and matters
which require the attention of the SHO.

Incident Cases:

Beat staff may get information/ complaint from general public or Police station. Beat staff
may also notice some incident during patrol. In those cases, preliminary enquiry is conducted
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Code Particulars Description
by the beat staff. If the incident is of trivial nature, the same may be resolved by the beat
staff. Otherwise further action has to be taken.

PS-14-10 Report to the Police Station If the case is serious in nature, same is reported to the station house by the beat staff.
PS-14-11 If required, bring suspicious person to If the incident noticed during patrolling requires the attention of superiors, the suspicious
Station House persons are brought to the police station and necessary enquiry is to be conducted.
PS-14-12 Take necessary action Depending on the incident reported by the beat staff, suitable actions are initiated by the
SHO.
PS-14-13 Update the relevant registers There are certain registers maintained at Police station which are required to be updated

based on the observation of beat constable. Such registers are updated as and when
required. For example, the Bad Character Register is updated for persons who are observed
as bad characters. The movements of History Sheeter/ KDs are also updated in the History
Sheeter Register/KD Register accordingly.

PS-14-14 Conduct necessary public meetings Periodically, the SHO conducts necessary public meeting such as Sub-Beat Committee
meeting, Citizen Committee meeting, Peace meeting, etc. A list of festivals is maintained in
station house. A meeting is conducted by SHO before the festival and citizens are called to
attend the meeting.

Document Profile

Document Document Name Description Manual/ Ref. Page No.
Code Computerized inPartB
PSD-42 Beat Committee A note book for recording minutes of beat committee meeting. Details of Manual 74
meeting Book attendees and matter discussed are noted
PSD-43 Beat Note Book A beat book for recording information/ issues, if any, during patrolling of Manual 75
beat areas
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Process PS-15: Janasnehi

Janasnehi is a new concept implemented under the activities of all Police Stations. Janasnehi points are established at important places under

the Police Station jurisdiction and Police constables on duty in such points help the general public when they approach them for different
problems faced by them.
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. . . Document Reference Legend
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Figure 24: PS-15-Janasnehi
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Table 21: PS-15-Janasnehi

Code
PS-15-1

PS-15-2
PS-15-3

PS-15-4

PS-15-5
PS-15-6

PS-15-7

PS-15-8
PS-15-9

Particulars
Identification of Janasnehi Point

Deployment of Beat police
Duty at Janasnehi Point

Noting of Information/ complaint in Note
Book

Attend to the complaint immediately
Inform Police Station, if required

Daily entry in Janasnehi Note Book

Take necessary action
Update the relevant registers

Document Profile

Document Document Name

Code
PSD-44

Description

Janasnehi Note Book

A note book for recording information/ issues, if any, while performing

Police Station Process Document

Description

There are four to five Janasnehi points in every Police Station. Janasnehi is a point where a
constable is supposed to assist the public. These points are identified based on the
movement and gathering of people.

Beat police are deployed to work at Janasnehi point.

The staff deployed at the Janasnehi points work as per the instructions given. Janasnehi
points operate on the following timings: 6AM to 2PM and 2PM to 10PM. No police staff work
as janasnehi points in the night between 10 PM to 6AM. During this period, the beat staff
look after the work of Janasnehi police.

The Janasnehi police may get information/ complaint from general public, Police station or
the Police Control Room. Staff may also notice some incident during duty.

Janasnehi beat police attends to the complaint immediately.

If Janasnehi Beat Police are not able to sort out the matter, they inform the same to their
Station House.

The Janasnehi Police maintain a note book for their records. They record the incidents
noticed during their duty.

The SHO takes suitable action on the matter reported by the Janasnehi police.

In the event that police Station has to take action on the complaint, then action taken by the
Police Station is updated in the relevant registers as explained under Beat Operations above.

Manual/ Ref. Page No.
Computerized inPartB
Manual 76

duty at Janasnehi points
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Process PS-16: Special Duty

Public meetings, programmes, public functions, processions, VIP visits, Bandhs, etc. are arranged by groups of people from time to time. When
these are arranged in public places or even in some private places, the people/groups who wish to arrange the above approach the police
department and obtain permission. They also request them to provide police staff for monitoring to avoid any untoward incidents. When
police staff are deployed for such activities, this is treated as special duty. This process starts with deployment of police staff by SHO or higher
authority for such duty and closes when these deployed staff report back to the police station.
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Police S b M Document Reference Legend
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Figure 25: PS-16-Special duty
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Table 22: PS-16-Special duty

Code
PS-16-1

PS-16-2

PS-16-3

PS-16-4

PS-16-5

PS-16-6

PS-16-7

Particulars
Deployment of Personnel based on
requirement

Entry in Bandobast register

Prepare passport for special duty /
Bandobast
Entry in Police Station Daily schedule

Reporting to place of Bandobast

Entry on passport for reporting

Necessary action as per guidelines

Police Station Process Document

Description

The requirement for posting staff on special duty might arise on account of a permission
granted by the SHO for any public meetings/programme/function/processions. It might also
arise when instructions are received from a higher office to deploy staff on special duty. The
number of police personnel required for monitoring
meetings/programme/functions/processions varies depending on the number of people
expected to gather and the purpose of the above gathering. In case there are not enough
police personnel to be deployed for meeting this requirement in a particular police station,
the services of police personnel from other police stations are utilised.

When the police personnel are deployed for bandobast, an entry is made in the bandobast
Register .

A Passport is prepared and issued to the police personnel who are deployed by the SHO for
special duty/ bandobast work.

In every police station, the daily schedule of work which is attended by all the constables,
head constables, ASI, PSI and SHO are written down in one printed sheet. When police
personnel are deployed to work on special duty, entry is made in the daily schedule
accordingly.

The police personnel deployed to work on special duty report to the place of Bandobast as
directed. Police personnel deployed in the jurisdiction of another police station, report to
that police station before reporting to the place of bandobast.

After completion of special duty/bandobast activity, an entry is made in the passport carried
by the police personnel who were deployed for bandobast activity. This entry furnishes
details about the duration for which these police personnel are deployed for bandobast
activity.

Incident: When any incident takes place at the bandobast site, necessary action is taken by
the police staff as prescribed in the Karnataka Police Manual.

89



Code Particulars

Police Station Process Document

Description

PS-16-8 Report to the police station When the bandobast activity is completed, police personnel deployed from other police

Document Profile
Document Document Name
Code

PSD-45 Bandobast Register
PSD-46 Passport
PSD-47 Station Daily Schedule

stations report back to their original police station. The activities carried out and other
details of the place where the bandobast has been arranged are updated in the SHD. The
visit of higher officers in meeting/ bandobast is also pointed out in the entry.

Description Manual/ Ref. Page No.
Computerized inPartB

A register for details of bandobast required to be arranged by Police staff Manual 77

and persons deployed for the same

A pre-printed format issued to Police staff deployed for Bandobast to Manual 78

other place

Work/ duty assigned to each Police staff for the day in pre-printed format = Manual 80
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Process PS-17: RTI Processing

The Right to Information Act 2005 (RTI) is an Act of the Parliament of India "to provide for setting out the practical regime of right to
information for citizens”. Under the provisions of the Act, any citizen may request information from a "public authority" which is required to
reply within the specified time limit. The Act also requires every public authority to pro-actively publish certain categories of information so
that the citizens need minimum recourse to request for information formally.

The citizen can apply to Police Station to seek information. If the sought information belongs to the Police station then the Police Station has to
reply to citizen and if the sought information belongs to other public authority, in such cases, the Police Station will give endorsement to the
applicant and ask him to approach the concerned public authority.
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Figure 26: PS-17-RTI Processing
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Table 23: PS-17-RTI Processing

Code Particulars

PS-17-1  Application seeking Information
under RTI with necessary fee

PS-17-2 | Entry in RTI Register

PS-17-3 | Check the appropriate Authority/
Section

PS-17-4 | Check whether sought Information
can be furnished?

PS-17-5  Refer to concerned Section

PS-17-6  Gather information and send to SHO
PS-17-7 | Reply to citizen by Post

PS-17-8 | Update the RTI Register
PS-17-9  Endorsement to the applicant

Document Profile

Police Station Process Document

Description

The citizen makes an application to Police Station seeking information under RTI. One application is
required to be made for each case. The applicant pays the applicable fee.

The SHO receives the application. The application can also be received directly by post. Each and every
application is required to be entered in RTI Register.

The SHO checks appropriate authority dealing with the information sought. There are some cases
where sought information can belong to other authority but it is received in police station. For eg. Un-
natural death due to railway crossing, where related information may be available with railway police
but applicant may apply in the local Police Station.

All sought information need not be furnished. Information pertaining to IPC cases which are under
investigation will not be furnished. In the above context, the SHO checks whether sought information
can be furnished or not.

If the sought information can be produced to the applicant, the SHO forwards the request to the
concerned section of Police Station.

The concerned section/ person gathers the requested information and sends it to SHO.

The SHO will send the information to citizen by post. In case the information sought cannot be
produced to the citizen, the same also is informed to the applicant.

The SHO updates the RTI register. He also notes downs the date of reply made.

If the sought information pertains to any other public authority, the endorsement for the same is
issued to the applicant and the applicant is advised suitably.

Document Document Name Description Manual/ Ref. Page No.
Code Computerized inPartB
PSD-48 RTI Register A register for applications received under RTI Manual 83

N/A Endorsement A written reply to applicant of action taken against application Manual
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Process PS-18: Police verification services

Apart from performing their primary duty of prevention and detection of crime, the Police provide certain services such as:

e Police Verification Certificate for domestic servants, house keeping

e Police Verification Certificate for Institutions/ Companies

e Police Verification Certificate for Marriage Alliances

e Police Verification Certificate for Training Apprenticeship at Public Undertaking

e Police Verification Certificate for Coolies / Loader/ Class IV Security Staff/ Supervisor of Airport

e Police Verification Certificate for Central/ State Employees

e Police Verification Certificate for going abroad/ Police Clearance Certificate for Foreign Nationals
e NOC for Residential Permit Extension

e Finger print Certificate

e No Obligation to return to India (NORI) Certificate

For all the above services, citizens may directly apply to concerned Police Station or to the Commissioner’s office. In some cases Institutions/

Embassies apply to the concerned Commissioner’s office. All the above services are covered under the ‘Sakala’ scheme and the time limit for
disposal of applications under ‘Sakala’ along with the documents to be produced for each type of service is given in the table below:
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Table 24: List of Police verification services

SI.  Name of the Service Documents Time limit under

No. Sakala

1 Police Verification Certificate for domestic Address Proof, Photo, Agreement copy, etc. along with application and 20 working days
servants, house keeping Challan

2 Police Verification Certificate for Institutions/ company registration, Address Proof, Agreement copy, etc. along with 20 working days
Companies application and Challan

3 Police Verification Certificate for Marriage Application with Challan 20 working days
Alliances

4 Police Verification Certificate for Training Address Proof, Photo, Agreement copy, etc. along with application and 20 working days
Apprenticeship at Public Undertaking Challan

5 Police Verification Certificate for Coolies / Address Proof, Photo, Agreement copy, etc. along with application and 20 working days
Loader/ Class IV Security Staff/ Supervisor of Challan
Airport

6 Police Verification Certificate for Central/ State Address Proof, Photo, Agreement copy, Appointment letter, etc. along 20 working days
Employees with application and Challan

7 Police Verification Certificate for going abroad/ Address Proof, Photo, Passport copy, etc. along with application and 20 working days
Police Clearance Certificate for Foreign Nationals = Challan

8 NOC for Residential Permit Extension Address Proof, Photo, Passport copy, etc. along with application and 7 working days

Challan
9 Finger print Certificate Address Proof, Photo, Passport copy, etc. along with application and 20 working days
Challan

10 No Obligation to return to India (NORI) Address Proof, Photo, Passport copy, VISA copy etc. along with 20 working days

Certificate application and Challan
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Police Stati o Maboi Document Reference Legend
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Figure 27: PS-18-Police verification services
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Table 25: PS-18-Poloice verification services

Code

PS-18-1

PS-18-2

PS-18-3

PS-18-4

PS-18-5

PS-18-6

PS-18-7

PS-18-8

PS-18-9

PS-18-10

PS-18-11

Particulars
Application for Police verification with
applicable fee

Collect necessary documents of person/
institution to be verified

Determination of Jurisdiction & Police
Station

Forward the application to concerned
Police Station

Entry in Police Verification Register

Forward to concerned officer

Verification & Enquiry

Take fingerprints

Prepare report and forward to
concerned ACP/ DySP

Approval & forward to SP

Final disposal

Police Station Process Document

Description

As explained above, citizens can submit application in the prescribed format for listed services
and pay the fees as prescribed. This fee must be paid and the challan of fee paid has to be
enclosed along with the application.

Along with the application for police verification, documents related to the persons or institutions
are required to be submitted to the police commissioner’s office.

The Police Commissioner’s office determines the police station within whose jurisdiction the
address of the person/ Institution for whom PVC is to be issued.

The Commissioner’s office sends the application and applicant details to concerned Police station.

On receipt of PVC application from the Commissioner’s office, in the respective police station an
entry is made in the police verification register.

The application received for police verification is forwarded to the concerned police constable by
the SHO in order to conduct verification of the details mentioned in the application. Generally the
work of verification is assigned to Beat constable.

The police constable verifies the details mentioned in the application with the neighbours and
others in order to confirm the correctness of these details.

In case of Finger Prints verification service, finger prints of applicants are taken during the
verification.

Different verification certificates are issued by the police station. After conducting enquiry and
verification, a report is prepared in the police station and forwarded to ACP/DySP for further
action.

ACP/DySP approves the application received and forwards the same to Superintendent of Police.
If required, further verification can be done by the ACP/ DySP.

The report received is disposed off by the SP concerned
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Code Particulars

PS-18-12 | Issue Police Verification Certificate to

Applicant

Document Profile
Document Document Name

Code

PSD-49 Police Verification
Register

PSD-50 Job Verification Register

Description

Description

All applications received for persons/ institutions verification are recorded
in Police Verification register
Details of application received under Job verification service
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The Commissioner’s office informs the applicant and issues the Police Verification Certificate

Manual/ Ref. Page No.
Computerized inPartB
Manual & 85
Computerized

Manual 87
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Process PS-19: Passport Verification

Passport Office issues Passport only after verifying the antecedents of the applicant. Police Department helps Passport Office in carrying out
verification of any individual who applies for Passport. The job of the police station begins on receipt of communication from the Passport
Office for verification of details of the applicant till the submission of the Passport Verification Report to the Commissioner’s office. The
verification is done by the Beat staff deployed.
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Document Reference Legend _
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Figure 28: PS-19-Passport verification
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Table 26: PS-19-Passport verification

Code Particulars Description
PS-19-1 Emails for Passport Verification All passport applications require the verification of applicant details and his/ her residential
address. The verification is done by the police.

The passport office, upon receipt of any application, sends email to concerned Police Station
for verification of the applicant details.

PS-19-2 Recording of applicant details in Passport Details of the applicant received through emails are recorded in the passport register by the
Register concerned police constable.

PS-19-3 Upload of required details in PP Software All the details of the applicant are uploaded in passport software at the police station

PS-19-4 Generation of Personal Particulars Form The Personal Particulars Form contains all the details of applicant such as Name, Address,

work address if any, contact details, photo, etc. The Form is generated from the PP software
and used by the police constable for verification purpose.

PS-19-5 Auto generation of message to applicant An SMS informing that the passport application is received in the concerned police station is
sent to the applicant. In this message, mention is made to the applicant asking him/her to
visit the police station.

PS-19-6 Entrust verification of applicant address to = The concerned beat constable is entrusted the work of verification of the address of the
Beat Police applicant

PS-19-7 Physical verification, enquiry from For passport purpose, knowing about the credibility of the applicant and verification of
neighbours whether the applicant has been staying in the given address for a long time is a must. The

police constable who makes spot visit enquires with the neighbours and gets their opinion
regarding the period of stay and other details of the applicant. The signature of the
neighbours is also obtained at the time of enquiry.

PS-19-8 Submit necessary documents The applicant may come with all the documents required for clearance of passport or
otherwise during the applicant’s visit, he/she is informed about the required documents. At
this stage, applicant submits all the required documents and signs on the Personal
Particulars Form.
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Code
PS-19-9

PS-19-10

PS-19-11

PS-19-12

PS-19-13

PS-19-14

Particulars
Verification of criminal record

Fill the Passport Verification Form and
prepare PVR

Signature on PVF, PVR and all the related
documents

Upload of verification details of applicant in
PP Software

Auto generation of message to applicant

Forward hardcopies of documents to
Commissioner's Office

Document Profile

Document Document Name

Code
PSD-51

PSD-52

Description

Passport Register

verification
Personal Particulars
Form

A form containing all details of applicant with photo received in Police

Police Station Process Document

Description

Details of the applicant are checked in Police IT to ascertain whether there is any criminal
record of the applicant in any police station in Karnataka.

The police constable visiting the applicant’s address fills the passport verification form and
prepares the police verification report. At this stage, police constable may or may not
recommend for issue of passport.

The signature of the Pl is taken on passport verification form, passport verification report
and all other related documents.

The next stage is uploading all the details of verification of the applicant in passport
software.

Once the Police constable uploads the verification details, a message (SMS) is sent to the
applicant informing that the verification work is completed and that he needs to contact the
passport office for further action.

Hard copies of the documents related to the passport verification such as Passport
verification report, address proof details, etc. are sent to commissioner’s office.

Manual/ Ref. Page No.
Computerized inPartB
A register of all passport applications received in Police station for Manual 89

Computerized 91

station from Passport office
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Process PS-20: Permissions and NOC

The police department gives permission for different types of activities such as meetings, functions, processions etc. The persons conducting
such events are required to obtain permission from the police department. This process starts with a request letter made by the concerned
person/group/section of the society seeking permission along with payment of prescribed fees and ends with the concerned
person/group/section of the society being informed about the status of the permission. A citizen can apply for Permissions listed below:

Table 27: List of Permissions

Sl. Name of the Service Documents Time limit under
No. Sakala
1 Licence for Amplified Sound System Permission of the owner of the place in case of owner, details of vehicles = 3 working days

(In case of use of vehicles), copy of driver Driving Licence (In case of use
of vehicles), copy of fees paid challan
2 Licence for Amusement NOC from local authorities- BBMP, Fire Electrical, PED, etc., details of 15 working days
amusement- place, measurement, show timing, site Plan or sketch, copy
of fees paid Challan

3 Permission for peaceful Assembly and NOC from local authorities- BBMP, Fire Electrical, PED, etc., details of 15 working days
Procession assembly- place, measurement, timing, fitness certificate of stage, copy of
fees paid Challan
4 NOC for Petrol Pump, Gas Agency, Hotel, Bar, Land documents, Blue print, tax paid receipt, NOC from land owner, NOC | 7 working days
etc. from Local authorities- BBMP, Fire Electrical, PED, etc., Memorandum of

Association if any, Agency agreement, etc.
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Police S b M Document Reference Legend
olice Station — Process Mapping - Process/Sub @ ) 7T Time
Process Code  PS-20 Activity Process Branching O Bound
Permissions & NOC p o SHO o
T rocess Owner o - ; .
—_— Flrgvcvess <> Decision ‘g8 PIoTllce Eezu“fr Hﬁ Register
u A hERATE | Version 1.0 pdation
Request letter

§ Start seeking permission &

S payment of fees

(=] PS-20-1

4
Collect necessary Forward to Prepare report aer -
documents »  concerned officer forward to approving Inform to citizen In case only End
PS-20-2 PS-20-3 authority . PS-20-7 permission is granted
o e PS-20-5 @ . A
o y In case
z Bandobust required
Entry in Bandobust
Register
PS-20-8

@

2 A

E I

o Verification &

e enquiry

c

5 PS-20-4

c

]

o

4

80 >
£ £ Report verification &
g ‘.:? Appropriate decision
<°- 2 PS-20-6

Figure 29: PS-20-Permission and NOC
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Table 28: PS-20-Permissions and NOC

Code
PS-20-1

PS-20-2
PS-20-3

PS-20-4

PS-20-5

PS-20-6

PS-20-7

PS-20-8

Particulars
Request letter seeking permission&
payment of fees

Collect necessary documents

Forward to concerned officer

Verification & enquiry

Prepare report and forward to approving
authority
Report verification &appropriate decision

Inform to citizen

Entry in Bandobast Register

Document Profile

Document Document Name

Code
PSD-53

Description

Loud speaker Form

A request letter in case of applicant seeking permission for loud speaker or

Police Station Process Document

Description

Certain activities by any individual or group require permission/No Objection Certificate
(NOC) from the Police. Such permissions are given by the SHO/ACP/DySP as prescribed. The
citizen applies for such permission in the form of a letter and pays the prescribed fees for
that permission.

The SHO collects the necessary documents in support of the application for permission.
The request letter received seeking permission is forwarded to the concerned officers or
police constable to make necessary enquiry regarding permission.

The concerned officers/ Police Constable does necessary verification of the permission
request and conducts enquiry with neighbours, keeping in mind any law & order issues that
may arise. It is the duty of the police constable that the documents received in support of
the permission application are verified.

Based on the enquiry made by the police constable/ officer, the SHO prepares a report and
forwards it to concerned approving authority for approval of the request.

The report sent by the respective police station to ACP/DySP is verified and appropriate
decision is taken by the ACP/DySP.

After the decision is taken on granting permission or not, the same is informed to the
concerned citizen by the SHO.

In cases where permission is granted and Bandobast is required for the same, an entry is
made in Bandobast Register.

Manual/ Ref. Page No.
Computerized inPartB
Manual 92

amplified sound system
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Process PS-21: Arms Licence Issue and Renewal

This process starts with the citizen seeking arms licence submitting an application for issue/renewal of arms licence to commissioner’s office
and ends with the citizen who seeks arms licence getting the information regarding whether the licence has been given or not. There must be
sufficient grounds and reasons which support issue of arms licence to an individual. The issues like living in a lonely place, for example: in a
farm house, there are many enemies to an individual, the areas where the individual stays is prone to dacoity and inter group clashes etc., can
be the reasons which may help the individual to obtain licence. In between these processes, verification of requirement of arms licence is done
and report is forwarded to higher authorities for their decision.
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Document Reference

Legend

Police Station — Process Mapping . Process/Sub . ™) Time
Process Code  PS-21 Activity D:D Process @ Branching @ Bound
Arms Licence Issue and Renewal p o SHO b .
r wner > o
= ocess e Flrc?;less <> Decision il PT)Thce O lRJe%ulajr Hﬂ Register
| J ANRACRARA | Version 1.0 pdation
Submit application Produce relevant
S st for issue/renewal of documents &
S art .
= Arms licence Payment of fee
5 PS-21-1 PS-21-2
A
Determination of
o Jurisdiction & Police
© Station
2 PS-21-3
k]
28
E Forward the application .
S to concerned Police Issue arms licence End
Station s~ PS2L11
PS-21-4
conFcc:errvr\:Z(rid tglice Prepare report and send Entry in Arms Licence
g officer/ congtable to concerned ACP/ DySP Register
w - - - -
PS-21-5 PS-21-7 PS Zil 10
o A
[ Verification of
T o . .
2® application &
€%
§ S documents collected
c oV PS-21-6
]
o
A
a
2 Remarks on report and
E forward report to SP
S PS-21-8
<
A
o Remarks on report &
© appropriate decision
PS-21-9

Figure 30: PS-21-Arms licence issue and renewal
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Table 29: PS-21-Arms licence issue and renewal

Code
PS-21-1

PS-21-2

PS-21-3

PS-21-4

PS-21-5

PS-21-6

PS-21-7

PS-21-8

PS-21-9

PS-21-10
PS-21-11

Particulars
Submit application for issue/renewal of
Arms licence

Produce relevant documents &Payment of
applicable fee

Determination of Jurisdiction & Police
Station

Forward the application to the concerned
Police Station

Forward to concerned police officer/
constable

Verification of application &documents
collected

Prepare report and send to concerned ACP/
DySP

Remarks on report and forward report to
SP

Remarks on report &appropriate decision

Entry in Arms Licence Register
Issue arms licence

Police Station Process Document

Description

Arms licence is required if any individual desires to keep arms with him/her from safety point
of view. Suitable application for issue of a fresh arms licence or renewal of an existing licence
in the prescribed format is submitted by the applicant to the Police Commissioner’s Office.
The application must be written mentioning the reason why arms licence is required.

The applicant produces the necessary documents such as Address and ID proof, Income tax
returns, ownership of house, etc., in support of his application and pays the prescribed fee.
The receipt for the fees paid is also enclosed with the application.

The commissioner’s office determines the police station jurisdiction of the applicant based
on the address of the applicant.

The filled application form of the individual along with supporting documents is forwarded to
the concerned police station by the Commissioner’s Office for further action.

The application received is forwarded to the concerned police officer/Beat constable by the
SHO. It is the duty of beat constable during his patrol in that area to make enquiry and find
out the reason why the applicant needs the arms licence.

All the data given by the applicant in support of the need to possess arms is verified to
enable the particular police station to take decision whether to issue the licence or not.
After verification of details, report is prepared and the same is sent along with observations
and comments by the SHO to concerned ACP/DySP.

Remarks are made by ACP/DySP on the report forwarded to him by the particular police
station. Thereafter, this report is forwarded to SP.

SP makes remarks on the report and takes appropriate decision whether to issue arms
licence or not.

An entry is made in the Arms Licence Register which is maintained in that police station.
Based on the decision taken by SP, the licence is issued/renewed to the citizen by the SHO.
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Document Profile

Document Document Name Description Manual/ Ref. Page No.
Code Computerized inPartB
PSD-54 Arms Licence Register Name and particulars of persons who applied for arms licences are Manual 93

recorded in Arms Licence Register
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Annex 1: Document and Register Formats®®

Document Document Name Document Type Ref. Page
Code No. in Part B
PSD-01 Station House Diary Register 3
PSD-02 Non-cognizable Register Register 7
PSD-03 Petty cases Register Register 8
PSD-04 Criminal Miscellaneous Register Register 10
PSD-05 C Misc./ NCR Acknowledgement Document 11
PSD-06 First Information Report Report 12
PSD-07 Express Report Report 17
PSD-08 Seized Property list Document 18
PSD-09 Inquest Document 19
PSD-10 Request for Post-mortem Document 21
PSD-11 Case Diary Document 24
PSD-12 Property Seized Register Register 26
PSD-13 Notice to Panchas Document 28
PSD-14 UDR Register Register 29
PSD-15 FSL request Letter Document 31
PSD-16 Burial Report Report 34
PSD-17 Missing Register Register 37
PSD-18 Petition Register Register 39
PSD-19 Endorsement Document 42
PSD-20 Bail Bond Document 43
PSD-21 Bail Bond Register Register 45
PSD-22 Prisoner Search Register Register 46
PSD-23 Supreme Court Guideline Checklist Document 47
PSD-24 Arrest Card/ Arrest Report Document 48
PSD-25 Hospital Memo Document 50
PSD-26 Remand Application Document 51
PSD-27 General Conviction Register Register 52
PSD-28 A Report/ Charge Sheet Report 54
PSD-29 B Report Report 55
PSD-30 C Report Report 56
PSD-31 Form 159 Document 57
PSD-32 Court Progress Diary Document 58
PSD-33 Court Disposal Diary Document 59
PSD-34 Railway warrant Document 61
PSD-35 Bus warrant Document 62
PSD-36 Govt. Property Register Register 63
PSD-37 Note Book for arms issue Register 67

% sample formats of Documents and Registers are given in Part B of the Police Station Process Document
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Document Document Name Document Type Ref. Page
Code No. in Part B
PSD-38 Process Register Register 68
PSD-39 Warrant Document 71
PSD-40 Summons Document 72
PSD-41 Notice Document 73
PSD-42 Beat Committee meeting Book Register 74
PSD-43 Beat Note Book Register 75
PSD-44 Janasnehi Note Book Register 76
PSD-45 Bandobast Register Register 77
PSD-46 Passport Document 78
PSD-47 Station Daily Schedule Document 80
PSD-48 RTI Register Register 83
PSD-49 Police Verification Register Register 85
PSD-50 Job Verification Register Register 87
PSD-51 Passport Register Register 89
PSD-52 Personal Particulars Form Document 91
PSD-53 Loud speaker Form Document 92
PSD-54 Arms Licence Register Register 93
PSD-55 Crime Register Register 94
PSD-56 Quarterly Crime Abstract Report 95
PSD-57 KD’s check Register Register 97
PSD-58 History Sheet Register Register 99
PSD-59 Bad character Register Register 100
PSD-60 MOB file Register 104
PSD-61 Rowdies Register Register 111
PSD-62 Sentry Book Register 113
PSD-63 Postal Book Register 114
PSD-64 General Reference Application Register 115
PSD-65 Functional letter of Head Constable Document 117
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Police Station Process Document

Introduction

Under each process of Part A- Process Mapping document, the key documents and registers
that are used in that process are discussed. Part B contains the sample formats of those
documents and registers. The table below shows the list of documents and registers with
their corresponding process references. Certain documents which are not specific to any
particular process have been shown as ‘General’

Document Document Name Process References
Code

PSD-01 Station House Diary General

PSD-02 Non-cognizable Register PS-01

PSD-03 Petty cases Register PS-01

PSD-04 Criminal Miscellaneous Register PS-01

PSD-05 C Misc./ NCR Acknowledgement PS-01

PSD-06 First Information Report PS-02, PS-07, PS-08, PS-09 and PS-10
PSD-07 Express Report PS-02, PS-07, PS-08, PS-09 and PS-10
PSD-08 Seized Property list PS-03, PS-04, PS-04(d), PS-04(e) and PS-10
PSD-09 Inquest PS-03

PSD-10 Request for Post-mortem PS-03

PSD-11 Case Diary General

PSD-12 Property Seized Register PS-03, PS-04, PS-04(d), PS-04(e) and PS-10
PSD-13 Notice to Panchas PS-03, PS-04 and PS-10
PSD-14 UDR Register PS-04(a)

PSD-15 FSL request Letter PS-04(a)

PSD-16 Burial Report PS-04(a)

PSD-17 Missing Register PS-04(b)

PSD-18 Petition Register PS-04(c)

PSD-19 Endorsement PS-04(c) and PS-06
PSD-20 Bail Bond PS-05

PSD-21 Bail Bond Register PS-05

PSD-22 Prisoner Search Register PS-05

PSD-23 Supreme Court Guideline Checklist =~ PS-05

PSD-24 Arrest Card/ Arrest Report PS-05

PSD-25 Hospital Memo PS-05

PSD-26 Remand Application PS-05

PSD-27 General Conviction Register PS-05

PSD-28 A Report/ Charge Sheet PS-06

PSD-29 B Report PS-06

PSD-30 C Report PS-06

PSD-31 Form 159 PS-06

PSD-32 Court Progress Diary PS-06

PSD-33 Court Disposal Diary PS-06

PSD-34 Railway warrant PS-11

PSD-35 Bus warrant PS-11

PSD-36 Govt. Property Register PS-12

PSD-37 Note Book for arms issue PS-12

PSD-38 Process Register PS-13

PSD-39 Warrant PS-13



Document Document Name

Code

PSD-40
PSD-41
PSD-42
PSD-43
PSD-44
PSD-45
PSD-46
PSD-47
PSD-48
PSD-49
PSD-50
PSD-51
PSD-52
PSD-53
PSD-54
PSD-55
PSD-56
PSD-57
PSD-58
PSD-59
PSD-60
PSD-61
PSD-62
PSD-63
PSD-64
PSD-65

Summons

Notice

Beat Committee meeting Book
Beat Note Book

Janasnehi Note Book
Bandobast Register

Passport

Station Daily Schedule

RTI Register

Police Verification Register
Job Verification Register
Passport Register

Personal Particulars Form
Loud speaker Form

Arms Licence Register

Crime Register

Quarterly Crime Abstract

KD’s check Register

History Sheet Register

Bad character Register

MOB file

Rowdies Register

Sentry Book

Postal Book

General Reference Application
Functional letter of Head Constable

Police Station Process Document

Process References

PS-13
PS-13
PS-14
PS-14
PS-15
PS-16
PS-11 and PS-16
General
PS-17
PS-18
PS-18
PS-19
PS-19
PS-20
PS-21
General
General
PS-14
PS-14
PS-14
PS-14
PS-14
General
General
General
General
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PSD-01: Station House Diary
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PSD-02: Non-Cognizable Register
Process Code: PS-01

Police Station Process

Document
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PSD-03: Petty Cases Register
Process Code: PS-01

Police Station Process Document
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Police Station Process Document

Petty Cases
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PSD-04: Criminal Miscellaneous Register
Process Code: PS-01
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PSD-05: C Misc. & NCR Acknowledgement

Process Code: PS-01

Police Station Process Document
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Police Station Process Document

PSD-06: First Information Report
Process Code: PS-02, PS-07, PS-08, PS-09 and PS-10

L\}{,- ‘;pwn'"‘“j
C R, Se0S T
Lo D g PC 7
oowon 14
(5= FIRST INFORMATION REPORT
( Under Section 154 Cr.P.C.)
UDR / FIR Number : Police Station - BANASAWADI
FIR Date : District : BANGALORE CITY
Type . FIR State : KARNATAKA
2. ACT AND SECTIONS
ACT SECTION
Cr.pec

3. (1) Occeurrence of Offence :
Datec From : Date To :
Time From : Time To:
Day :
(b) Information Received at P.S. Date: Time:
(c) General Diary Reference Entry No(s): Time:  hrs.
4. Type Of Information : Written
5. Place Of Occurrence
(a) Direction and Distance from P.S. :
(b) Address
{¢) In casc outside limit of this Police Station,
then name of P.8. District :
6. Complainant / Informant :
(a) Name :
(b) Father's/Husband's Name :
(¢) Date/Year Of Birth :
(d) Nationality : INDIA
(e) PassPort No :
(f) Date Of Issue :
(g) Place Of Tssue :
(h) Occupation : Police offiecer,

7. Details of known / suspected / unknown accused with full particulars :

12



Police Station Process Document

FIR: Manual

8. Reasons For Delay in reporting by the Complainant/Informant:

9. Particulars of Properties Stolen/Involved : INDANE EMPTY GAS CYLINDER.
10. Total Value of Properties Stolen/Tnvolved : -

I'1. Inquest Report/ U.D. Case No., if any :
12. First Information Contents:

13. Action Taken : Since the above information reveals commission of offence(s)
u/s as mentioned at Trem No.2.:
(1) Registered the case and took up the investigation
(2) Directed(Name of 1.0.)
to takeup the investigation or
(3) Relused invesligation due to
(4) On point of jurisdiction transferred to P.S. ... District......

F.LR read over to the Complainant / Informant, admitted to be correctly

recorded, and a copy given to the complainant / Informant free of cost. R.O.A.C

Signature of the Officer-in-charge
Police Station :

Name:

Rank : Number :

14, Signature/ Thumb impression of the Complainant/Informant

15. Date & Time of despatch to the Court 19-04-12 at 14.00 Ers.

13



FIR: Police-IT

Police Station Process Document
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Police Station Process Document

Police IT - Ver 1,0
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Police Station Process Document
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PSD-07: Express Report
Process Code: PS-02, PS-07, PS-08, PS-09 and PS-10

Police Station Process Document

[\I‘f"- — ‘:F‘,‘mss“
?M) pulk £ ]
, oxson VES
<—£'£ F FIRST INFORMATION REPORT
( Under Section 154 Cr.P.C. )
UDR / FIR Number : Police Station - BANASAWADI
FIR Date : District : BANGALORE CITY
Type : FIR State : KARNATAKA
2. ACT AND SECTIONS
ACT SECTION
Cr.pc
3. (a) Oceurrence of Offence :
Date From : Date To:
Time From : Time To:
Day :
(b) Information Received at P.S. Date: Time:
(c) General Diary Reference Entry No(s): Time:  hrs.

4. Type Of Information : Written
5. Place Of Occurrence
(a) Direction and Distance from P.S. :
(b) Address
(¢) In casc outside limit of this Police Station,
then name ol P.S. District :
6. Complainant / Informant :
(a) Name :
{b) Father's'Husband's Name :
{(¢) Date/Year Of Birth :
(d) Nationality : INDIA
(e) PassPort No :
(f) Date Of Issue :
{(g) Place Of Tssue :

{h) Occupation : Police offiecer,

7. Details of known / suspected / unknown accused with full particulars :
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Police Station Process Document

PSD-08: Seized Property List
Process Code: PS-03, PS-04, PS-04(d), PS-04(e) and PS-10
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PSD-09: Inquest

Process Code: PS-03

Police Station Process Document
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Police Station Process Document
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PSD-22: Prisoners Search Register
Process Code: PS-05
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PSD-23: Supreme Court Guidelines Checklist
Process Code: PS-05
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PSD-26: Remand Application
Process Code: PS-05
A written application along with Case Diary
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PSD-32: Court Progress Diary
Process Code: PS-06
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PSD-35: Bus Warrant

Process Code: PS-11
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PSD-36: Govt. Property Register
Process Code: PS-12

Govt. Property Register-I
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Govt. Property Register-IIl (Spare parts & Equipment)
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Police Station Process Document

PSD-37: Note Book for arms issue
Process Code: PS-12

A simple note book with manual columns of Date, Person to whom arms are issued, type of
arms, number of ammunition, issue time, receive back time, signature of receiver
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Manual Process Register
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Police Station Process Document

PSD-39: Warrant
Process Code: PS-13
It is issued by Court
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Police Station Process Document

PSD-40: Summons
Process Code: PS-13
It is issued by Court
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Police Station Process Document

PSD-41: Notice
Process Code: PS-13

It is issued by Court
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PSD-42: Beat Committee Note Book
Process Code: PS-14
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Police Station Process Document

PSD-43: Beat Note Book
Process Code: PS-14

A Plain paper note book
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Police Station Process Document

PSD-44: Janasnehi Note Book
Process Code: PS-15

A Plain paper note book
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PSD-46: Passport

Process Code: PS-11 & PS-16
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Police Station Process Document

PSD-48: RTI Register

Process Code: PS-17
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PSD-49: Police Verification Register
Process Code: PS-18

Police Station Process Document
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Police Station Process Document

PSD-50: Job Verification Register
Process Code: PS-18
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Police Station Process Document

PSD-51: Passport Register
Process Code: PS-19
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Police Station Process Document

PSD-52: Personal Particulars Form
Process Code: PS-19

Paste your
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PERSONAL PARTICULARS FORM recent colour
(In Duplicate) photograph.
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1. Full name (Initials not allomed) ... e e a e aan

2. Sex: Male /Female /Others ...
(&) Has the applicant ever changed name?
(1) If yes, Previoms MAIEET . ... oot e e e e e e o e mn e e me e e e e e e e e e e m e e mne e e e e
4 DateofBirth:- ... 5 Placeof Bicth ... ... ...
=1 1
T A Fat T e
(Surname) (Mame)
Ly L T
(Surname) (MName)

(Surname) (Mame)

8 a) Permanent Address & Tel MNo. 2(b) Present Residential Address & Tel No, along with
along with Police Station Police Station and residing since
9. If you have not been resident at the address grven at COLUMN  8(k) contimuously for the last one year,

please fimish other address(es) with duration(s) resided (Please furnish an additional set of P P Forms
for each address with Police station.

10. References: Names and Addresses of two responsible persons in the applicant’s locality who can vouch
for the applicant.
(1) Name, Address & Tel No. () Name, Address & Tel No.

11. Citizenship of India by: Birth [ ] Descent [ ] Registration [ ] Naturalization []
12. Furnish details of previous passport / travel document, if amy:

(1} PassportTravel document No: ... () Date & Place of 1ssme ...
For Police Use Only

Signature or Thumb Impression of the applicant
(Left Hand T.I. if male and Bight Hand T.I. if female)

Fecommended Passport: YES/NO
&)
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PSD-53: Loud Speaker Form
Process Code: PS-20
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Police Station Process Document
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Police Station Process Document

PSD-54: Arms Licence Register
Process Code: PS-21
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Police Station Process Document

Pe)

PSD-55: Crime Register
Process Code: General
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Police Station Process Document

PSD-56: Quarterly Crime Abstract
Process Code: General

Banaswadi Police Station
S0 el dCawish

s S30m
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Police Station Process Document
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Police Station Process Document

PSD-57: KD’s Check Register
Process Code: PS-14
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Police Station Process Document
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Police Station Process Document

PSD-58: History Sheet Register
Process Code: PS-14
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PSD-59: Bad Character Register
Process Code: PS-14
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Police Station Process Document
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Police Station Process Document

Bad Character Enquiry Roll
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Police Station Process Document

PSD-60: MOB File
Process Code: PS-14

865.0.No. 917

M.O.B. FILE

(For prafessional Offences Class | to IX only)

INSTRUCTIONS :

1. Tnis file is to be filled up in words and NOT in code. One copy is to be maintained in Lhe
PS and another to be sent to DCRB/CCRB for computerization.
2.This case should be filled up by the L.O. when the offender is still police custody. Extra sheets
may be attached, if neressary.
3. Physical description should be filled up after close examination of peculiarities.
4. M.O. details of place, properly, style, Lrade mark and transport should be entered after
closely examining the case file and questioning the offender and verifying his statement.
5.Please remember that the more details you fill up, the more help the computer can provide
to you irn detecting professional offences.

e .05 ZR.40 /20 320 D.&.2
‘] M.O.B. File No. & SI.Nc.
(Dist./P5/Cr.No./Year)

(Please see Instructions in Page 7)

2. Type of Crime Na., Photograph
(Please tick the relevant crime head).
Murder for gain/Dacaity/Robbery/ {Front)
Paisoning.

K.B.T. by Day/Night

House Theft/Servant Theft.
Ordinary Theft/Cycle Theft/Pocket
Picking.

Cattle Theft.

Receiving of Stolen Property
Cheating.

Caunterfeit Currency Notes/Cains. Photograph
Criminral Breach of Trust/Misappro- {Profile)
Priation/Kidnapping Sexual Offences. -
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Police Station Process Document

3 Sactions of Law.
Name of the Criminal.

Aliases:

Age ...

5 Sex

Address

6 Father's/ Husband's Name

7 Caste.

8 F.P.B.SINo,

9 TPB Class. No.

1 Occupation

11 Educational Qualification

12 Native State.
Native distict.
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Police Station Process Document

14.Brief facts of the case(s) involved (Use additional space in page 8,if necessary)
& $eAd Rogy movodneNend, DmoE

15.Physical Peculizrities: { Plcase refer Code Book Page Nos. 43 to 46)

1. Build,

4, Complexion.

7. Lips.

10. Hair.

13. Teeth

16. Rack

19. Leucoderma

22. Tattoo Mark

2. Height.

5. Eyes.

8. Ears,

11 Beard -

14. Speech

17. Burn Marks.

20. Mole

16 Special Features of M.O.

Please Note :- While filling this section refer to code book pages 35 to 43 for the description.
Also furnish additional details which are not in the code book (Example : Trade Mark:- placing

3. Face

6. Nose.

9 Chin.

12 Moustache.-

15. Chest.

18. Deformities

21. Scar

Nails on the road to stop vehicles, Transport:- Maruthi car etc.)
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Police Station Process Document

A. Trade Marks:- 1

B. Style Assumed :

c. Transport used:
(Before & After the Offence).

D. Places Attacked: l.

E. Properties Attacked/ Stolen 1
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Police Station Process Document

17. F. Tools/ Weapons used  (full description)

it R o

G. Dress used

b W

H. Places of Assembling
a. Before the offence
b). After the offence.

I. Clues left at or near the scene
of occurrence.
(e.g. : Footwear, Weapons,
Fibre, Hair, Fingerprint,
Footprint etc.)
J. Persons Attacked/Cheated o
{e.g.: Children, Women, OId
men, Govt. Employees,
Passengers in Bus/Train etc.)
K. Whether Cperates Individually/
in Gang.

a). Strength of the gang
b). Cross reference of MOB
Card Numbers.
L. Local of interstate Gang.

M. Languages used during the
offences.

18. Sphere of Operation Address, If any

moo® >
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Police Station Process Document

19. Accomplices

Address
1
21. ReceiversNames Address,
22. Habits & Vices. 24, |dentifying Police Officers  Name
(s) & Deslgnation (s)
Present where abouts of the Criminal (Tick the relevant item)
23.
A, InJudiclal B. In Police Custody. C. On Bill
Custody.
D. Out of view, E. Present F. Others
24, Previcus Crime Particulars
District Property Property Stage of Final Disposal
ofName of the  Jail
Police Stn. Invalved Recovered the Case the case including
and expected date
Cr.No/Year & value & Value Conwviction
of Release
& Sec. of particulars
Law.
A,
L]
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Police Station Process Document

C
1,
25, Enclosures 1. F.R.5lip 3. Facts of cases (in
brief
Z. Foot Prints 4. Voluntary
sbalemenl of
accused
26. Signalure and name of the officer
filling this card.
Rank :
Date, :
27, Computerised on ..o and recard filled
By DCRBE/CCRE

28, Date of return to S.H.O.
due to inadequate date.

Instructions:

1 While entering MOE File Na. Mame of the District and Palice Station {in words) Crime Mo, and
Year {in numerals) should be entered alang with the Serial Mumber of the accused [ if there is aonly one
eccused, the number will be 'I' e g., Kolar/ Mulbagal/32/93/1),

2. If the criminal Is Invelved in other offences subsequently, please continue to use the original
PACE File Mumber, Insuch cases, columns where there is ne change (personal particulars) need not be
filled up,
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Police Station Process Document

PSD-61: Rowdy Sheet
Process Code: PS-14
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PSD-62: Sentry Book
Process Code: General

Police Station Process Document
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Police Station Process Document

PSD-63: Postal Book
Process Code: General
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PSD-64: General Reference Application
Process Code: General

Police Station Process Document

GENER®RAL.

REFERENCE APPLICATIONS
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Police Station Process Document
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PSD-65: Function Letter of Head Constables
Process Code: General
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