
8350 LATENT FINGERPRINT DISPOSITION 

 B. Procedure 

 1. In all cases, all latent lifts shall be retained in conformance with statutory 
guidelines for statute of limitations determinations. 

8360  ASSISTING ANOTHER AGENCY - - CRIMINALISTICS 

 B. Procedure 

  1. Requests received for Criminalistics Section assistance to other agencies 
shall be approved by a Criminalistics supervisor before any commitment is 

made to perform the requested assistance. 

  2. All approved requests for assistance require the completion of a Crime 

Laboratory request form and the assignment of an LPD case report 
number. 

   a. When no LPD case number exists for the incident, a new case 
number shall be obtained and the communication clerk shall note 

"no report" on the control card sent to the Records Section. 

   b. When an LPD case number has been previously issued for the 

incident, the Criminalistics Unit technician shall document his work 
on the appropriate continuation/follow-up report or a Crime 

Laboratory report form. 

  3. When completing a Crime Laboratory request form for another agency, 

the following information shall be obtained in addition to that normally 
required on the form: 

   a. Name of requesting agency. 

   b. The requesting agency's case number. 

   c. Disposition of any material submitted. 

   d. To whom the reports are to be forwarded and the person's 

telephone number. 

   e. When no other LPD reports on the incident exist, the words "face 

sheet" shall be written on the request form in the margin above 
the CR number. 

   f. The person requesting assistance shall sign the form in the 
"requested by" block or, if unavailable, the person's name shall be 

written in the block. 

  4. All materials received in connection with requests for assistance shall be 

inscribed with the assigned LPD case report number. 



 C. Rule 

  1. Original materials generated as a result of assistance to another agency 

shall not be released without the approval of a Criminalistics supervisor. 

  2. Information obtained as a result of assistance to another agency shall not 

be released except as directed by a designated representative of the 
requesting agency. 

8361 REQUESTS FOR CRIMINALISTICS SECTION ASSISTANCE (Outside Agency Requests) 

 B. Procedure 

  1. The employee receiving a request for assistance by a member of any 

other department or agency shall take the necessary information and 
provide the information to a supervisor of the Criminalistics Section, and 

advise the caller that approval must be obtained prior to accepting any 
work. 

  2. The employee receiving the request made by other governmental agencies 
refers the caller to: 

   a. A supervisor of the Criminalistics Section. 

   b. The Manager of the Criminalistics Section. 

   c. The Division Chief of Investigation Division, in that order. 

  3. In instances where personnel of this department are requested to assist 

another agency in photography, latent processing, or collection of physical 
evidence, and a representative of the other agency is physically present on 

scene (example:  bank robbery), the involved technician or CSI, in 

conjunction with the lead investigator or supervisor on scene, shall advise 
the other agency's representative of the following: 

   a. The photography, latent lifts, and evidence collected may be 

released immediately upon an inventory of items on a property 

report to the concerned agency. 

   b. The photography, latent lifts, and evidence collected may be 
inventoried on a property report and booked into the Property 

Control Unit for safekeeping to be released to the concerned 

agency at a later date.  If this option is selected the employee 
booking the evidence shall authorize its release to the concerned 

agency upon the property report at the time of booking. 

c. Advise the representative of the concerned agency that the 

Criminalistics Section of this department is capable of performing 
examination and analysis of physical evidence, and that a 

representative may contact a supervisor of the Criminalistics 
Section for further information as to what specific services may be 



available to them.  If interest is expressed in utilizing the forensic 

capabilities of the department, the procedure in "b" above shall be 
followed. 

4. In instances where personnel of this department are requested to assist 

another agency in photography, latent processing, or evidence collection 

and a representative of the other agency is not physically present on 
scene (e.g., a vehicle stolen out of town and recovered in Lakewood), all 

materials collected as a result of that activity shall be treated as though a 
Lakewood case, i.e., photography and latents submitted to the 

Criminalistics Section and physical evidence booked into the Property Unit, 

unless directed differently by the originating agency. 

5. The Criminalistic Section may enter into a contract to provide criminalistic 

services to another government entity. Such contract shall be written and 
approved pursuant to City of Lakewood Municipal Code.  

6. Services provided by the Criminalistics Unit shall include, but not limited to: 

a. Statement of the specific services to be provided; 

b. Financial agreements between the entities; 

c. Specification of the records to be maintained concerning the 
performance of services by the provider agency; 

d. Duration, modification, and termination of the contract; 

e. Language dealing with contingencies; 

f. Stipulation that the provider agency maintain control over its 

personnel; 

g. Arrangements for the use of equipment and facilities; and, 

h. A procedure for review and revision, if needed, of the agreement. 

7. Employment rights of personnel assigned under a contract for law 

enforcement services are not abridged. This includes employment rights, 
promotional opportunities, training opportunities or fringe benefits. 

8370 PAROLEE BOOKING 

 A. Policy 

  To standardize procedure for the fingerprinting of parolees or probationers referred 

to the Police Department by the state parole board and residents of community 
correctional facilities within the jurisdiction of the Police Department as provided 

for by C.R.S. Title 17. 

 B. Procedure 



  1. Fingerprinting for parolees or probationers and offenders placed in 

community correctional facilities shall be accomplished between 0830 and 
1030 hours on the first and third Wednesdays of each month. 

  2. Completed referral for identification processing form shall be delivered to 

the clerk of the Police Department's Criminalistics Section between 0800 

and 1700 hours on the second and fourth Mondays of each month in order 
to schedule processing appointments for the following first and third 

Wednesdays of each month, respectively. 

  3. Criminalistics personnel shall complete a records check of all computerized 

systems on those scheduled to appear the following week.  This includes 
LPD computerized criminal history files for file numbers issued on prior 

contacts, criminal history files of CCIC/NCIC for file numbers and alias 
information, and wanted/warrant files of CCIC/NCIC for existent warrants.  

If a warrant is found, two copies of the warrant are printed.  One copy 

remains with the file in the Criminalistics Section and the other, along with 
copies of the agency referral form may be forwarded to the Fugitive Unit 

for follow-up.  On the scheduled appointment date for registration, a 
second wanted/warrant status is again checked.  If the previously existent 

warrant is still listed, a copy of the warrant is printed and provided to the 
desk agent for follow-up action with the advice that the subject is due in 

to register this date. 

   4. The subjects presenting themselves to the Criminalistics Section shall be 

provided with a preprinted form containing all identification information 
necessary to complete a fingerprint card with the instructions to complete 

the form in their own handwriting, which must be prepared in cursive 

writing.  If no prior contact has resulted in the issuance of a "C" number 
file, the next unused "C" number is assigned.  Should a prior issued "C" 

number exist, this file number will be used again for this contact. 

  5. The "C" number shall be placed into the appropriate box upon the hand - 

written form and the form shall be signed and dated by the technician who 
assigns the "C" number. 

  6. One criminal (red) fingerprint cards and 2 palm print cards shall be typed 

with the information provided by the referral for identification processing 

form and the handwritten form.  A mug photo envelope shall also be 
completed at this time. 

  7. The technician assigned to take fingerprints shall sign the red fingerprint 
cards and the palm cards and obtain the subject's fingerprints. 

  8. A front and right profile mug photo shall be taken utilizing standard 

procedures on taking mug photos. 

  9. The inked finger and palm prints, as well as all the agency referral forms 

and all attendant paperwork is provided to the unit technician for collation 
and logging. 



  10. One typed and completed fingerprint and palm print card shall be routinely 

searched and filed into the master files by personnel of the criminal history 
subunit.  Upon completion of the searching process, the referral for 

identification processing form and a criminal history lead sheet shall be 
filed into a "C" jacket created as a result of this contract.  LPD 

computerized criminal history file entries are made on the subject. 

  11. Should the subject have a previous criminal record with the Police 

Department, all forms and mug photos produced from this contract shall 
be placed in their ID jackets with the exception of the handwritten form. 

The computerized criminal history "C" file will be referred to the master 

criminal history ID number where all data will be stored. 

8380 COURTESY FINGERPRINTING 

 A.   Policy 

  Standardize procedures for the fingerprinting of residents who live within the city 

limits of Lakewood who are applying for a license issued through the City or who 
require fingerprinting services for any other reason.                   

 B. Procedure 

1. Fingerprinting services shall be provided on Tuesdays from 0800 - 1000 

hours and Wednesdays from 1130 - 1330 hours weekly.  Valid ID must be 
shown to verify  residency within the city limits and a $5 fee will be 

collected by the Records Section except for persons seeking employment 
by the City of Lakewood.  If a legal holiday should fall on one of the two 

days set aside for printing, there will be no services provided on that day. 

  2. Subjects seeking to be licensed through the City Clerk's Office shall acquire 

the necessary papers and receipt for payment prior to appearing at the 
Criminalistics Unit for fingerprinting. 

   Upon their appearance with all appropriate paperwork completed, 
Criminalistics personnel shall follow established procedures to facilitate the 

processing of these individuals. 

  3. Residents who need fingerprinting services for other reasons shall be 

directed to the Municipal lounge area where fingerprint personnel will 
assist them. 

 C. Rule 

 1. Unless applying for a city license or employment, fingerprinting services 
shall be provided to Lakewood residents only. 

 

 



8390 SEX OFFENDER INITIAL REGISTRATION 

 A. Policy  

The purpose of this policy is to provide standardized procedures for the 
fingerprinting of sex offenders referred to the police department by the Parole 

Board, Department of Corrections or Probation Departments or moving to 
Lakewood as provided for by C.R.S., Section 18-3-412.5. 

B.  Procedure  

1. Fingerprinting of sex offenders shall be accomplished between the hours of 0800 
and 1600 Monday - Friday. Holidays are excluded and no registration will occur 
on these days. The designated fee will be collected by the Records Section prior 
to registration on all initial registrations, re-registrations, and re-activations.  No 
fee is charged for address changes. If the sex offender is unable to pay the 
registration fee, the Offender Registrar may issue a promissory note to the 
offender which is due by a specified date, which is preferably no more than 14 
days. The fee may be waived for an indigent person.  The sex offender’s 
registration shall be accepted even if the person is unable to pay the fee at the 
time of registration. 

2. Sex offenders who lack a fixed residence.  The SOAR Unit shall not accept the 
registration to a location that would be a violation of the Lakewood Zoning Code 
or the Lakewood Municipal Code.  Sex Offenders who attempt to register to such 
a location should be given an extension of five (5) days to find a lawful location.  
Registration will be not be accepted to any of the following locations: 

 
a.  Commercial zoned businesses or areas that do not meet residential 

codes 
b.  Industrial zoned businesses or areas that do not meet the residential 

codes 
c. In a garage or storage shed (illegal under the Building Code) 
d.  RVs and travel trailers are allowed for up to two weeks on a residential 

lot; only register as a temporary resident. 
e.  City parks or other property owned or controlled by the City, except 

where overnight camping is allowed at Bear Creek Lake Park for up to 
14 days. 

f.  Anywhere else prohibited by sign or private property owners. 
g.  Property owned or controlled by RTD.  

 
3. All annual and quarterly re-registrations and address changes within Lakewood 

will be required to present proof of residency at the time of registration.  The 
following items will be accepted: 

a. Valid driver's license with current address. 
b. State-issued identification card with current address.  

c. Current (within last 7 days) hotel/motel receipt.  

d. Documentation of placement in Community Corrections. 
e. Current (within last 30 days) lease/rental receipt. 

f. Current (within last 30 days) residential property ownership.  
g. Utility bills addressed to registrant (within last 30 days). 

h. Proof mailing address was established (within last 30 days). 



4. The Offender Registrar shall complete a records check by querying the 
appropriate federal, state and local computer systems. The Offender Registrar 
will meet with the offender at the previously arranged appointment time to review 
and discuss the completion of the registration forms of the required registration 
process.  

 
5. Finger and palm print standards will be obtained.  A mug photo shall also be 

obtained.  
 

6. Any complete fingerprint and palm print records obtained will be processed by 
Fingerprint Technicians.  A fingerprint record will be submitted to the Colorado 
Bureau of Investigation. 

 
Upon completion of the registration process, entries shall be made in the LPD 
and state computer files within the required three days. The entries will also 
undergo a second party check by another Offender Registrar or designated 
personnel. 

 
7. Copies of the Notice to Register and Annual/Quarterly Registration Requirements 

forms will be retained in the Offender Registrar files.  
 

8. One copy of the completed Notice to Register form and Annual/Quarterly 
Registration Requirements forms shall be forwarded to the appropriate parole or 
probation department. 

9. If the subject fails to appear for registration within the required five business day 
period follow-up will be conducted in accordance with investigative procedures. 

10. When the subject has moved to Lakewood from another jurisdiction, notice of the 
new registration will be sent to the prior registering law enforcement agency 
through CBI. 

C. Rule  

 
Police personnel shall as soon as possible following the registrant's first registration and at 
least annually thereafter, verify the residential address reported by the registrant, a 
returned, signed, postcard sent by the SOAR Unit will constitute verification; except that, if 
the registrant is a sexually violent predator, police personnel shall verify the registrant's 
residential address quarterly. C.R.S. 16-22-109 (3.5) Verification is not required of a sex 
offender’s address who registers as “lacks a fixed residence;” the offender is required to 
self-verify with the police department. 

1. After each initial registration, re-activation, birthday re-registration, and address 
change within Lakewood, a letter with a “sign and return” postage paid postcard 
enclosed, shall be mailed to the registered address by the SOAR Unit.  The 
returned signed postcard will serve as address verification.  The envelope will 
have a "Return Service Requested-Official Mail-Return Postcard Enclosed" 
message printed on it.  

2. Failure to return the address verification postcard will result in follow-up 
investigation by the SOAR Unit with assistance from the CAT Team. 



3. The CAT Team shall assist in completing physical sex offender address 
verifications. These physical verifications will include all sexually violent 
predators and a monthly random sampling of all annual and quarterly registrants. 
The verifications should include a visit to the registered address, personal 
contact with the offender at which point the offender should provide photo 
identification and two pieces of USPS mail showing the name of the offender and 
registered address. 

4. All annual and quarterly registrants will be notified by standard mail of their up-
coming registration.  Within this mailing, a form requiring them to bring proof of 
residency and the appropriate fee will be included.  

5. Any registrants who fail to register in accordance with the law will be subject to 
arrest.  Follow-up will be conducted in accordance with investigative procedures.   

 

8391 SEX OFFENDER RE-REGISTRATION AND ADDRESS CHANGE 

 B. Procedure 

1. Adults convicted of certain crimes and sexually violent predators, based on 
current State of Colorado law, shall register quarterly within five business days, 
before or after, the required registration date.  Sex offenders who lack a fixed 
residence shall report to the police department to self-verify their location on 
either a monthly or quarterly basis dependent on their status. All other adult and 
juvenile sex offenders must re-register annually within five business days, before 
or after, his/her birthday.  

2. Registrants shall physically present themselves to the SOAR Unit for processing 
between the hours of 0800 and 1600 hours Monday through Friday, except 
holidays.  

3. SOAR Unit personnel shall follow established procedures to facilitate the 
processing of these individuals, inclusive of a new mug photograph at all annual 
re-registrations and to review the mug photograph on file at the quarterly re-
registration to ensure no significant change in appearance of the subject.  

4. Computer entries shall have revisions made to display the re-registration.  

5. The SOAR Unit will notify the appropriate parole or probation department of the 
re-registration.  

6. Subject is required by law to register any address change within the same 
jurisdiction within five business days of his or her move and shall physically 
present themselves to the SOAR Unit for processing between the hours of 0800 
and 1600, Monday through Friday, except holidays. 

 

 



 

 

8392 SEX OFFENDER DE-REGISTRATION 

 B. Procedure 

  1. Any sex offender moving from the State of Colorado must complete (in 

person) a written a de-registration form within five business days of the 
move to a new state.   No fee will be assessed to those de-registering. 

2. SOAR Unit personnel shall document the de-registration information.  

 

3. The SOAR Unit will notify, when appropriate, the parole department, the 
probation department, and the out-of-state law enforcement agency 

where registrant is moving. 

 

 


