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Related Policies  This policy references the following related policies: 
• ERMS and Record Management  
• Criminal History Information 

  
 

Resources  The following resources are referenced in this policy:  
• Redaction Guidelines  
• Law Enforcement Liaison Roster  

  
 

Forms  The following form is referenced in this policy:  
• 04-5 Calls for Service/ Police Report Request Form 

  
 
Policy  

 
Calls for Service - A call for service (CFS) is a report generated by law enforcement that documents a 
request for assistance from emergency services or public safety organizations.  The CFS in these 
reports are typically distributed to public safety professionals that require their presence to resolve, 
correct, or assist a particular situation. The law enforcement officer must respond and issue some type 
of finality back to the dispatcher indicating the action that was taken. California law enforcement calls 
for service codes and abbreviations vary by agency, so it's best to reach out to your office’s law 
enforcement liaison or the local law enforcement agency for any clarification.  
 
Any requests for service or assistance received by the law enforcement agency is recorded in the 
Computer Aided Dispatch System.  A CFS may or may not generate a police report depending on the 
nature of the call.  SWs can request calls for service on a particular address. SWs can request calls for 
service on a particular address providing them valuable material to assist in identifying specific 
information about law enforcement encounters to support child safety assessments. It is important to 
utilize critical thinking and CFWB frameworks when assessing information in efforts to ensure we are 
using an equitable process, standardizing practices and removing potential bias where 
disproportionately often impacts already marginalized communities.  
 
The following information can be obtained by reviewing a CFS log: 

• Date/time of law enforcement interaction 
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Policy (cont.) 
 

 
• Reporting party 
• Law enforcement jurisdiction  
• Street address 
• Event type (i.e. intimate partner violence, welfare check) 
• Disposition of call 

 
Police Report Requests - A police report is a formal document that records details about an incident, 
including what happened, when it happened, and who was involved. Police officers write police 
reports and submit them to their superior for approval prior to it being made available for SWs to 
request. 
 
Police reports may be requested from the issuing jurisdiction to assist SWs in information gathering 
and to aid in achieving child safety.  
 
The following may be reasons when a police report is unavailable: a pending investigation, incomplete 
report, or an older report that has reached the law enforcement purging deadline.  
 
Police reports must be kept in the CFWB record and may be used as an attachment to a court report 
for Juvenile Court. If the reporting party (RP) is mentioned in the police report, this information must 
be redacted prior to attaching the police report. Please see redaction guidelines for further 
information.  
 
On occasion, a law enforcement jurisdiction may send a SW an Order to Seal Request regarding a 
previously requested police report. This request states that Child and Family Well-Being (CFWB) – 
Office of Child Safety (OCS) has received a copy of a police report, and a court has ordered that the 
individual(s) listed on the report have that specific report number sealed. This could result in the 
removal of this police report from the CFWB-OCS file, to include any electronic databases. Please 
contact the Policy Analyst identified at the bottom of this policy for further questions.  
  

 
Procedure for 
Requesting 
Calls for 
Service and 
Police Reports  
 
 

 
The 04-5 -Calls for Service/ Police Report Request form is used to request both calls for service and 
police report requests.  
 
The SW will need to include the following information in their request, if applicable:  

• Requestor’s Name   
• Requestor’s Title 
• Requestor’s Phone Number  
• Requestor’s Email Address  
• Requestor’s CFWB Office 
• Case/Incident Number (if known) 
• Brief Description of Event  
• Date Range/Date of Incident 
• Address of Incident  
• Names of ALL individuals (including children) involved in this law enforcement investigation 

(provide DOBs if known)   
• Law Enforcement Jurisdiction 
• Any other information that you know about the incident 
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Procedure for 
Requesting 
Calls for 
Service and 
Police Reports  
(cont.)  

 
Verify that the address being provided in the request is spelled correctly. Providing incorrect 
spelling and incorrect information can result in inaccurate results.  
 
SWs will not send duplicate requests as this will delay the response.  If staff wishes to check the 
status of a particular request, contact the law enforcement liaison at your office for assistance. Refer 
to the law enforcement liaison roster. 
 
The procedure for requesting CFS and Police Reports is as follows: 
 

Step Action 

1 Complete the (04-5) Calls for Service/Police Report Request form and send the form to 
the appropriate jurisdiction based on the identified methods of receiving requests.  
(Preferred way to send requests is specified on (04-5) Calls for Service/Police Report 
Request form) 

2 Once the CSF report is received, the following steps will be followed:  
• review the report 
• ensure that the information in the report is in a contact and entered into 

CWS/CMS (arrest date, charge, disposition) 
• CFS logs can be uploaded; Document what records management system it can be 

located in  
• follow the ERMS and Records Management policy guidelines for storage and 

destruction of the document (For more information, refer to the ERMS and 
Record Management Policy 

• CFS reports must be summarized for court reports 
 
NOTE: CFS are confidential and cannot be attached to a court report. Reporting party 
information included in the CFS must be kept confidential. Anything we would document 
in a court report should be included in a CWS/CMS contact.  
 
Once a police report is received, the following steps will be followed:  

• review the report 
• ensure that the information in the report is in a contact and entered into 

CWS/CMS (a summary is sufficient)  
• follow the ERMS and Records Management policy guidelines for storage and 

destruction of the document. (Form more information, refer to the ERMS and 
Record Management Policy  

 
NOTE: Police reports must be kept in the CFWB record and may be used as an attachment 
to a court report for Juvenile Court. If the reporting party (RP) is mentioned in the police 
report, this information must be redacted prior to attaching the police report.  Per 
redaction guidelines SSN’s, DOB’s, and Driver’s License numbers must be redacted.  
 
It should be noted that some law enforcement agencies require the assigned detective’s 
permission to attach police reports to a court report. This should be clarified with the law 
enforcement liaison in your office and the specific law enforcement agency prior to 
attaching the report. 
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Police Reports 
General 
Information 
 

 
It is not feasible to produce all police reports related to a particular individual. SWs should 
request a rap sheet if needed, to determine which law enforcement interactions requires a police 
report. This may be necessary in efforts to gain a better understanding of a specific incident. Refer 
to the Criminal History Information policy for further information on obtaining a rap sheet.  
  

 
Out-of-County or 
Out-of-State 
Police 
Reports  

SWs should contact the out-of-state or out-of-county jurisdiction through that law enforcement’s 
main phone number or non-emergency line to request records. Collaboration between child 
welfare agencies and law enforcement can help improve child safety and all California jurisdictions 
operate under the same information sharing laws. Most out-of-state law enforcement agencies 
have similar information sharing and should be able to provide guidance on how to request police 
reports from their jurisdiction.  
  

 
Alignment with 
SET 

This policy aligns with the SET Practice Framework by supporting SET Value 5 and the Agency’s 
practice to establish and maintain a strong working relationship with the legal system. 
  

 
 
 
 
 

https://www.sandiegocounty.gov/content/dam/sdc/hhsa/programs/cs/cws/CWSResourcesandGuides/SafetyEnhancedTogetherSET/SET%20Family%20Brochure

