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Port Hueneme Police Department 

Public Records Request Process 

Summary 

When members of the public contact the police to “call for service,” to report a 

crime, or to file a complaint, they have an expectation of what actions the police 
will take and what information relative to those actions will be provided to them. 

The public may expect the police to physically respond to a call for service, to 
investigate reported crimes and complaints, to provide status on the progress of an 
investigation, or to issue a copy of an investigative report.  

A member of the public reported an incident to the Port Hueneme Police Department 
(PHPD) and requested—but did not receive—a police report. In response to a 

complaint from this person, the 2014-2015 Ventura County Grand Jury (Grand Jury) 
investigated the processes and procedures used by the PHPD to respond to requests 
for reports and information and to document complaints, reported crimes, and calls 

for service.  

The Grand Jury performed this investigation by examining the policies and 

procedures used by the PHPD to document a Call for Service, an allegation of a 
crime, a complaint, or a request for information and reports. The Grand Jury 

researched City of Port Hueneme (City) and PHPD websites for relevant content. 
The Grand Jury interviewed PHPD personnel regarding their response to calls from 
the public and requests for investigative status and reports. The Grand Jury 

compared PHPD policies and procedures and website content with those of other 
city police departments within Ventura County (County). Police department 

personnel from those cities were also interviewed. 

The Grand Jury found that:  

 The PHPD follows State of California (State) law and its own internal 

policies in determining the need to generate a police report.  

 The PHPD has a process in place for the public to request Call for Service 

reports, police reports, and other information. The process and 
applicable forms are not well publicized or easily available to the public. 

 The criteria for the PHPD to write a police report are not publicized. The 

public is not entitled to police reports where no police report is 
warranted. 

The Grand Jury recommends that: 

 The Port Hueneme City Council direct the PHPD to publicize its criteria 
for producing police reports and the types of information/reports 

available to the public  

 The Port Hueneme City Council direct the PHPD to update its website to 

contain information on how to request records and reports and directly 
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provide any necessary forms, including the Request for Information or 

Records form, on the website. 

Background 

When members of the public contact the police to call for service, to report a crime, 
or to file a complaint, they have an expectation of what actions the police will take 

and what information relative to those actions will be provided to them. The public 
may expect the police to physically respond to a call for service, to investigate 
reported crimes and complaints, to provide status on the progress of an 

investigation, and/or to issue a copy of any investigative report.  

In response to a public complaint from a person reporting a crime and requesting, 

but not receiving, an investigative report from the PHPD, the Grand Jury 
investigated the processes and procedures used by the PHPD to:  

 Document calls for service 

 Document reported crimes and complaints 

 Respond to requests for reports and information 

The PHPD is regulated by internal policies and State law as to what type of incident 
requires a police report and the release of information. [Ref-01] 

Methodology 

The Grand Jury performed this investigation by examining the policies and 

procedures of the PHPD for documenting a Call for Service, an allegation of a crime, 
a complaint, or a request for information and/or a report. The Grand Jury 
researched City of Port Hueneme and PHPD websites for relevant content. The 

Grand Jury interviewed PHPD personnel regarding their response to calls from the 
public and requests for investigative status and reports. The Grand Jury compared 

PHPD written policies and procedures and website content with that of other city 
police departments within the County. The Grand Jury also interviewed police 

department personnel from those cities.  

Facts 

FA-01. The PHPD uses a Computer Aided Dispatch (CAD) system to document 
public complaints, reported crimes, and requests for service that initiate a 

response by the PHPD personnel to the site of a reported incident. 

FA-02. When members of the public call for service, the PHPD follows the sequence 
below:  

 The initial public contact is entered into the CAD system and given an 
incident number. 

 An officer is assigned to evaluate the incident. The evaluation may 
include a site visit. 

 The officer, using PHPD policies and State law, determines if further 

investigation is to be done and a police report written or if the process 
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terminates at the incident stage. [One purpose of a police report is to 

document sufficient information to refresh the officer’s memory for 
follow-up investigation.]  

 The CAD system is updated to reflect the disposition of the incident and 

whether further investigation is required and/or a police report is to be 
written.  

 If a police report is not written, a Call for Service report—which includes 
the date, type of call, and disposition—is available from the CAD system.  

 Once a police report is completed and approved by senior PHPD staff, it 

cannot be changed. 

 Supplements to an initial report may be written by the police. 

 Any person may provide a supplement to a report at the discretion of 
the watch commander. 

 When an investigation is completed, a letter is sent to the victims 

informing them of its status. 

FA-03. The PHPD provides access to information about public complaints, reported 

crimes, and requests for service, following State and internal guidelines:  

 A person not personally involved in a Call for Service incident or 

reported crime/complaint will receive only general public information.     
[Ref-01] 

 A redacted CAD report for the current month is available for public 

viewing at the Port Hueneme police station. 

 Any time a written report is requested by phone, a Request for 

Information or Records form is sent to the requestor. The completed 
form may be returned by mail, but must include a copy of the 
requester’s driver’s license. (Att-01, Att-02) 

 Any time a written report is requested in person at the PHPD 
headquarters, the Request for Information or Records form must be 

completed and identification provided. (Att-01, Att-02) 

 Incident information and records are archived. There is no time limit for 
submitting the Request for Information and Records form. 

 If a request for information or records is denied, an appeal process is 
available.  

FA-04. The Request for Information or Records form is available in English and 
Spanish by contacting the PHPD in person or by phone. It is not available 
online. [Ref-02, Ref-03, Ref-04] 

The form includes: 

 Type of record/information requested 

 Party requesting report/information 
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 Reason for requesting report/information 

 Signature, driver’s license number, and address of the person making 
the request 

 Disposition of the request completed by records personnel  

The Request for Information or Records form states that the “Port Hueneme 
Police Department’s Records Personnel have the right to refuse access to 

Records if the requestor does not satisfactorily establish his/her identity 
and the right to access such records.” 

(Att-01, Att-02) 

FA-05. State law and PHPD internal policy regulate the types of incidents requiring 
a police report: 

 Officer finding of criminal activity 

 Missing persons 

 Found property or evidence 

 Incidents involving the death of a human being 

 Traffic collisions above minimum reporting level 

 Injury or damage by City personnel 

 Injury as the result of drug overdose 

 Attempted suicide 

 Injury that is major/serious, where death could result 

 Any incident of juvenile gunshot injuries 

FA-06. Police reports for incidents other than those identified above are at the 
discretion of the PHPD. Not every incident leads to a police report. 

FA-07. The PHPD website does not contain information about how to request 
documentation of a Call for Service or how to appeal a denied Request for 
Information or Records.  [Ref-02, Ref-03, Ref-04] 

Findings 

FI-01. The PHPD follows State law and its own internal policies in determining the 
need to generate a police report. (FA-01, FA-02, FA-03, FA-04, FA-05,     
FA-06) 

FI-02. The PHPD has a process in place for the public to request Call for Service 
reports, police reports, and other information. The process and applicable 

forms are not well publicized or easily available to the public. (FA-03,       
FA-04, FA-05, FA-06, FA-07)  

FI-03. The criteria for the PHPD to write a police report are not publicized. The 

fact that the public is not entitled to a police report when the incident did 
not warrant a police report is also not publicized. (FA-05, FA-06) 
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Recommendations 

R-01. The Grand Jury recommends that the Port Hueneme City Council direct 
the PHPD to publicize its criteria for producing police reports and the 

types of information/reports available to the public. (FI-01, FI-02, FI-03) 

R-02. The Grand Jury recommends that the Port Hueneme City Council direct 

the PHPD to update its website to contain information on how to request 
records and reports and to directly provide any necessary forms, 
including the Request for Information or Records form. (FI-02) 

Responses 

Responses required from:  

Port Hueneme City Council (FI-01, FI-02, FI-03) (R-01, R-02) 

Responses requested from: 

Police Chief, Port Hueneme Police Department (FI-01, FI-02, FI-03) (R-01, R-02) 

References 

Ref-01. State of California, Department of Justice, Office of the Attorney 
General, Public Records, http://oag.ca.gov/consumers/general/pra 

(accessed February 11, 2015). 

Ref-02. City of Port Hueneme Police Department, Investigative Division, 

http://www.ci.port-hueneme.ca.us/index.aspx?NID=221 (accessed 
February 16, 2015). 

Ref-03. City of Port Hueneme Police Department, http://www.ci.port-

hueneme.ca.us/index.aspx?NID=187 (accessed February 4, 2015). 

Ref-04. City of Port Hueneme Police Department, Tracker Request, 

http://www.ci.port-hueneme.ca.us/requesttracker.aspx (accessed 
February 4, 2015). 

Attachments 

Att-01 Port Hueneme Police Department Request for Information or Records Form 

(ENGLISH) 

Att-02 Port Hueneme Police Department Request for Information or Records Form 

(SPANISH) 
  

http://oag.ca.gov/consumers/general/pra
http://www.ci.port-hueneme.ca.us/index.aspx?NID=221
http://www.ci.port-hueneme.ca.us/index.aspx?NID=187
http://www.ci.port-hueneme.ca.us/index.aspx?NID=187
http://www.ci.port-hueneme.ca.us/requesttracker.aspx
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Glossary 

TERM  DEFINITION 

CAD  Computer Aided Dispatch system used by 

police departments to document public 
complaints and/or requests for service and to 

send police personnel to the site of a reported 
incident 

Call for Service  A public request that a dispatcher enters into 

the CAD system to initiate a response to an 
incident 

City  City of Port Hueneme 

County  Ventura County 

Finding  A conclusion based on one or more facts 

reached as the result of an investigation 

Grand Jury  2014-2015 Ventura County Grand Jury 

PHPD  Port Hueneme Police Department 

Police Report  Legal document containing the specifics of an 
incident or crime and the police response and 

findings  

Redact  To select or adapt by removing certain 

information prior to publication or release 

State  State of California 

Victim  Person who is involved in an incident and 
believes he/she is an injured party 

Watch Commander  The shift supervisor at police headquarters 
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Request for Information or Records Form (ENGLISH) 
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