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NOTE - This is a mandatory policy.

DATA ENTRY POLICIES FOR ENTERING NAMES 

1. OBJECTIVE 

To achieve data base integrity of the Names Table by establishing uniform data entry policies that will enhance accuracy and minimize the duplication of records within this table. 

1.1 Personal Identifiers 
The term personal identifier refers to the Social Security Number, Date of Birth, or Operator’s License Number associated with a person. 

1.2 Environmental Identifiers 
The term environmental identifiers refers to the home address, home or work phone number, or like involvement’s (involvements which match current information) associated with a person.



NAMES TABLE ENTRY POLICIES 

2. GENERAL POLICY 

2.1 In all cases, personnel shall determine if the name of a person being entered in the system already exists by making a thorough search of the Names Table. Furthermore, duplicate entries found in the system should be forwarded to responsible personnel for merging purposes. 
A name entry shall, at a minimum, consist of the first and last names of the person and at least one personal identifier or two environmental identifiers (see definitions above). Exceptions to this policy may be made for unknown persons when a name must be entered pursuant to a booking or a death incident. Following are procedures for such special cases. 

2.2 Exceptions to minimum information requirements: 
Under specific circumstances, it is necessary that a name be entered in the Names Table when full name information is not known and/or when personal or environmental identifiers are not available. These circumstances are as follows. 

2.2.1 Bookings where complete name information is not available. Whenever complete name information for a prisoner cannot be determined, personnel shall enter the Booking Number in the Last name field of the Names Table. If the prisoner is a male, the name "Doe John" shall be entered in the First name field of the Names Table. If the prisoner is a female, the name "Doe Jane" shall be entered into the First Name fields. 

For example: Last: 34569 First: Doe John 

2.2.2 Death cases where the name is unknown. Whenever name information is unavailable for death victims, personnel shall enter the Law Incident number associated with the report of the death in the Last name field of the Names Table. If the victim is a male, the name "Doe John" shall be entered in the First name field; if the victim is a female, the name "Doe Jane" shall be entered in this field and if an infant, the name "Doe Baby" shall be entered. Upon determination of the true name of the victim, the record shall be updated to reflect this. 

For example: Last: 96A301000 First: Doe John



DATA ENTRY STANDARDS FOR ENTERING NAMES 

3. OBJECTIVE 

To establish name entry guidelines for data entry personnel that will minimize duplication of Names Table entries and that will enhance the ease and completeness with which name information is obtained. 

3.1 General Policy Statement 
Users of the system having any data entry responsibilities, which require the entry of names, are required to familiarize themselves with the following data entry guidelines. 

3.2 Entry of Personal Names 

3.2.1 The legal name shall be used, when available. Abbreviated versions or nicknames may be listed in the Miscellaneous Comments field of the Names Table. 

3.2.2 All names shall be entered using proper noun capitalization, e.g., Johnson, Thomas. 

3.2.3 Name suffixes, e.g. "Sr", "Jr", and "III" shall not be included in the last name field. Instead, this information shall be entered in the suffix name block, which is located directly after the middle name block. (NOTE: when accessing fields, the cursor advances as follows: "Last", "First", "Mid", and then to the suffix block. 

3.2.4 Titles, e.g. Doctor, Professor, etc., shall not be included in a name field or the suffix field. If desired, the comments field may be used for titles such as MD, DO, PhD, etc. 

3.2.5 Punctuation and special characters, with the sole exception of hyphens (-) shall not be used in any of the name fields. This includes periods (.), commas (,), quotations ("), apostrophes ('), asterisks (*), pound signs (#), and all other punctuation characters. In keeping with this policy, the name "O'Brian" shall be entered "OBrian". 

3.2.6 Multiple surnames, e.g. "Romero-Gonzales" or Romero Gonzales" shall always be separated by a hyphen (-), i.e., "Romero-Gonzales" 

3.2.7 Compound surnames, e.g. "De La Rosa" or "St Marie" shall be entered by eliminating the spaces, e.g., "DeLaRosa" and "StMarie".

3.3 Entry of Alias Names 

3.3.1 A separate alias name record shall be created in the Names Table for any name, other than the person's legal name or nickname, that would likely not be found when utilizing the standard search method. Prior to adding the alias record, a name search shall be conducted on the alias name to ensure that is has not already been entered. 

3.3.2 The alias name record should contain data only in the name, DOB, and the "alias for" fields. Any additional information, including description information, shall be entered in the Miscellaneous Comments field. 

3.3.3 All involvements associated with a person shall be connected to the main name record that has been established as the legal name. If it is necessary to specify that a certain offense or warrant was created under an alias record, this information shall be entered in the Miscellaneous Comments field of the main name record. 

3.3.4 An alias should be created when the entry person can unequivocally state that the names in questions refer to the same individual. If there is any doubt, the alias link should not be created.

3.4 Entry of Business Names 

3.4.1 Business names shall be entered in the last name field only. Store numbers and building numbers used by organizations with multiple locations, e.g., Cumberland Farms, McDonalds, Stewarts shall be entered in the first name field. 
For example, Cumberland Farms #20 would be entered as follows: 
Last: Cumberland Farms 
First: 20 

The Street Address shall be a further identifier for businesses with multiple locations. 

3.4.2 The word "The" shall be eliminated from business name. For example "The Fix-It Shop" shall be entered "Fix It Shop". 

3.4.3 Business name suffixes such as "Company", "Corporation", "Incorporated", as well as abbreviations including "PC", "Inc", and "Corp." may be included in the last name field. If it is necessary to include the suffix, it should be entered in the suffix field. 

3.4.4 Governmental departments names shall be entered using the below listed abbreviations 

Vermont VT 

Department Dept 

Division Div 

County Co 

Examples of the foregoing include 

VT Dept of Public Safety 

Washington Co Sheriff Office 

3.5 Entry of Juvenile Names 

This section concerns only persons who are listed in the involvements as a “Victim” or "Offender" or are listed as the "Arrestee" in a Booking. For a name record used in one of these circumstances and meets the age criteria below, a second name record shall be used. 

A juvenile victim is any person under the age of 18.

Effective 7/1/20 a juvenile offender in Vermont can be 18 or under. Refer to the type of court citation issued to determine if it’s a juvenile arrest. 
The format of this record shall be: 

Last: JuvenileSmith First: John 
Select “JUV” in the Name Type field under the “Traits” section.  This is very important!!
All other information in the name record should be entered the same way as a normal name record. This "Juvenile" Name record shall be used only for Involvements of the types Offender, Victim, Arrestee. All other Involvements, i.e. Complainant, Witness, Person of Interest, should use the "normal" name record of Last: Smith First: John 

The "Juvenile" name shall NOT be aliased to the real name. It shall not be changed to a "normal" name when the Juvenile turns 18. It should remain the "Juvenile" name as long as attached to a case and is used in an involvement of the types Victim, Offender, or Arrestee


CONDUCTING NAME SEARCHES 

4. OBJECTIVE 

To establish search guidelines that will assist the user in finding previously entered name information so that information may be efficiently obtained during searches for information and the duplication of records minimized during data entry. 

4.1 General Search Criteria 

Users should enter as little information as possible in the Names screen when conducting searches. Enter only that information which will most likely find the correctly spelled name as well as an incorrectly spelled name entry. (See Guidelines For Conducting Wild Card Searches.) 

The initial name search should not normally be conducted or limited by using information other than the person's name. For example, date of birth, Social Security Number, or address information should NOT be entered with the person's name information unless it is being used to help identify a specific name record after the initial search has revealed several similar name records exist. 

When searching for hyphenated names, the user should always conduct separate searches on each of the two names in addition to any search of the hyphenated version. For example Sarah Thompson-Smith should include a search using the last name of "Thompson" as well as the last name "Smith" in the event an entry exist where the two names have been reversed. 

4.2 Guidelines For Conducting Wild Card Searches 

Wild card searches refer to those searches utilizing the asterisk (*), the question mark (?), or the bracket characters ([]). 

The question mark will act as a substitute for any single character. For example, a search of the Names Table for a last name that matches the search criteria "Anders?n " will match Anderson, Andersen, or any other single character that may be found between the S and N. More than one question mark may be included within a name when searching. 

The asterisk will act as a substitute for multiple characters. For example, a search of the Names Table for a last name that matches the search criteria "Harris*" will match Harrison, Harrisburg, Harrisy, etc. 

The bracket characters will allow you to search for specific letters listed between the brackets. For example, a search of the Names Table for a last name that matches the search criteria "Gonzale[Z,S]" will match Gonzales and Gonzalez. 

EXAMPLES 

Robert (as a first name) Because the name may have been entered as Robert, Bob, Robby or Rob, the user might enter "?ob*" in the first name field. 

Jamison Enter "Jam?son" to find entries that may have been typed Jameson. Optionally, the user could type "Jam[e,i]son" to find only those entries where the letter in question is either "e" or "I". 

Thomas Enter "T*om*" to find entries that may have been typed Thomas, Tom, Tommy, or Tommie. 

William (as a first name) Enter "?ill*" in the first name field to find entries that may have been typed William, Will, Willy, Bill, or Billy 

Richard (as a first name) Enter "?ic*" in the first name field to find entries that may have been typed Richard, Rich, Rick or Dick 

Henry Enter "h?n*" to find entries that may have been typed Henry or Hank 

4.3 Guidelines For Conducting Soundex Searches 

Soundexing refers to a search that utilizes special programming techniques designed to find matching data that is similar in sound as well as spelling to what is entered by the user. For example, utilizing soundexing to conduct a search on the name "Willison" will match Willison, Woolison, and Woloshin. Soundexing is accomplished by tapping NEXT to open a special window which provides an option called "Sounds Like" 

When searching on a common name, it is possible that too many matches will make the search useless. Therefore, it is recommended that common name searches be accomplished using one of the wild card character combinations. 

Wild card characters may not be used within a field where the search criterion is utilizing soundexing. However, the user may use soundexing on a second field associated with the search.

This policy was originally adopted on March 7, 2001. The VIBRS Advisory Board added Section 3.4.5 and subsequently approved the change on May 1, 2002.
Revised Section 3.5 2/5/20
Removed Section 3.4.5 and Revised Section 3.5 6/15/20

