SAN JOSE POLICE DEPARTMENT
TRAINING BULLETIN

TO: ALL DEPARTMENT PERSONNEL FROM: Edgardo Garcia
Chief of Police

SUBJECT: CITATION ACCURACY DATE: May 26, 2020

BULLETIN #2020-009

Citation Training Guide

OSSD has been overwhelmed with additional work due to errors and omissions on citations and
reports. The problem has been exacerbated by incorrectly completed citation amendments.
Improved quality control and attention to detail by document authors would significantly reduce
these challenges. The Department is prioritizing this issue in order to alleviate the workload on
OSSD and improve the work product of individual document authors. The majority of the issues
fall into three categories; citation errors (including amendments), General Offense report errors
and omissions, and MVA (CHP 555) errors. The Training Unit will be addressing those issues in
that order. This is the first of what will be three associated Training Bulletins.

The Training Unit in conjunction with OSSD, has created a Citation Training Guide. This multi-
page illustrated guide provides guidance on how to correctly and accurately complete an adult
criminal citation, adult traffic citation and juvenile traffic citation. In addition, it includes
instructions and illustrations on how to correctly and accurately complete both criminal and
traffic citation amendments. Please refer to this document when completing all citations and
amendments in order to ensure accuracy and reduce errors. The Citation Training Guide can be
found on MySJPD within the OSSD Document Library (a copy is attached to this bulletin).

Edgardo Garcia
Chief of Police

EG:TL:PC
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ATTACHMENT
2020 CITATIONS & AMENDMENTS TRAINING GUIDE

Criminal Citation

SAN JOSE POLICE DEPARTMENT No.J
NOTICE TO APPEAR K miscemesanor
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I
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WHAT TO DO: FOLLOW THE INSTRUCTIONS ON THE REVERSE.
WHERE:
T Criminal Supenor Cout 120 W, Hedding St, San Jass, GA 85110 1408) 905-c500
O Family Justice Certer Court 201 N. Fust St. San Jose, CA 95113 408) 7e2.4200
D Juvenie Misd. Court B40 Guachalupe Parkway, San Jose, CA 95118 (408) 278-5057
O trate Court 1085 Homestead Ad, Santa Clera, CA 95050 [408) S56-3000
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Criminal Citation (cont)

Include case number and

check appropriate fields

SAN JOSE POLICE DEPARTMENT No.
NOTICE TO APPEAR

If subject is transient and
Complete all fields with does not have a mailing
subject’s information address, “transient” must be
written in address field

Ensure “Booking

Required” is checked
Code, Section, Misdemeanor or Infraction and and thumbprint is
violation description must be included obtained on rear
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Criminal Citation (cont)

Full Address or Cross

Streets
e ]""""’ |"“"‘ ~ |Dtess Fom leoued |N|
Location of Viclatior(s) of Ocowrmence
a 2nd St / St John St Qﬁﬁlm w E
Cormments (Weather, Road, and Traffc ¥ O Coitision

£ Vilons net esswaied iy

No park or place names (ie, Airport, SAP Center,
Arroyo Park, etc)

Court of
Appearance

HONS NCt CoTiTitied |n My presence, dectared 0n Miomaeson and betel,
under panaly of Doy Lder T tiws of the S1ate of CAfomis Ths NGOG & tree 470 COMct.

JTIICET Nam
Amesting or Cling Officer

Nome of Amesting Offcer £ afferost from Ciing Oftcer.

ONS ON THE REVERSE.

190 W. Hedding St., San Josa, CA 85110
201 N. First St, San Jose, CA 95113

840 Guadalupe Parkway, San Jose, CA 95
1095 Homestead Ad., Santa Clara, CA 850

Time must include AM
or PM, not only “0900”

Subject must sign
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Traffic Citation

SAN JOSE POLICE DEPARTMENT No.J _
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2020 CITATIONS & AMENDMENTS TRAINING GUIDE

Traffic Citation (cont)

Include Case number if associated report is

complete and check appropriate fields

SAN JOSE POLICE DEPARTMENT No.J
NOCE TO APPEAR

1 0S¢ {2
A KT IN 0
..m m If subject is transient and does
not have a mailing address,
“transient” must be written in

address field

Complete all fields with

subject’s information

Code, Section, Misdemeanor or

Infraction and violation description [§ f traffic violation req booking
must be included or No DL in Possession, obtain

thumbprint on reverse.
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Traffic Citation (cont)

Complete Box if Used

Safe speed for conditions listed

"Sanjose v O

m“"““’ﬂ’wlbqlulht s

e h Al e e —— o i e bW -

No park or place names (ie,

Airport, SAP Center, Arroyo
Park, etc)

C f m:."m -?::nm:*nm ) comect.
ourto

_Badge f

Refer to the 2020
COURT COPY Citation/Warrant
reference guide for court
date. NO TIME should be
listed

ot 513 422 €640 P 509

Subject must sign
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Juvenile Traffic Citation

SAN JOSE POLICE DEPARTMENT
NOTICE TO APPEAR
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WHERE:
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Juvenile Traffic Citation

Include case number if associated report has

been completed and check appropriate fields

SAN JOSE POLICE DEPARTMENT No. J
NOTICE TO APPEAR ) MISDEMEANOR .

Dete, ] AM | Day of Woek
mISMTW

Name (First, Middle, Last) _ Owner's Responsitility (veh. Code. § 40001)

| If subject is transient and

Complete all fields with does not have a mailing
subject’s information address, “transient” must be

written in address field

Ven, Lic, No, or’

Yr. of veh,  [Make Moae!

Evidence of Financial Responsibilty

Registand Dwner of Lessee

Acdress

Ciy

Complete Vehicle
Information
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ATTACHMENT
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Juvenile Traffic Citation (cont)

Correctable Viclation (Ven. Code, § 40610) (3 Booking Required [see reverse) MISDEMEANOR OR
INFRAGTION [Circe)

Yes No  Codesnd

o ®

=R v No Insur

o CVC 12951(a) No DL In Poss .o

O 0O M

Spead Appron, P.F. Max Spd. Veh. Lm. Sate O RADAR

B I b1 l IR 10 udss INI

Code, Section,
Misdemeanor or Infraction
and violation description must
be included

If no DL in Possession, obtain
thumbprint on reverse

No park or place names (ie, Airport, SAP Center,
Arroyo Park, etc)
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Juvenile Traffic Citation (cont)

Subject must sign

Court of :
Appea]'anw commimed in . wmmm

by of pidury Lncke the L of tha State of Calfomia the faegoisg

Arestng o Citing Offcer

Name of Avesting OfScer I ciffarent from Citing

L) Juvenile Misd. Court

Traffic Gourt (408) 856-3000
TO BE NOTIRED
PV (FOR COURT USE ONLY CEN (FOR COURT USE ONLY
Nooce 19 Appear fom agpeaved By e Jscioisl Courcd of O SEE REVEREE

20015 (e 05/47) (voh. Cooke § § 46008, 405 13, 0622 4D
(Rev. 0517) COURT

Do not assign court

date or time. Select “To
Be Notified”
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[SIGNATURE)
Defendant’s Addvress:

I—First Middle Last

. | served this Netice of Camraction on the partes at the
Leave This Blank

inthe United States postal malbox a1 faddress).

200 W Mission St.
(This is used to mail to Subject)

San Jose, CA 95110

ATTACHMENT
2020 CITATIONS & AMENDMENTS TRAINING GUIDE
123 Main St

PROOF OF SERVICE

San Jose, CA 95110
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Notice of Correction
Criminal Citation

Leave Date Blank
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, | served tha Notice of Comection on the parties al the

ATTACHMENT
2020 CITATIONS & AMENDMENTS TRAINING GUIDE
PROOF OF SERVICE
J00°'W. Mission §1
San Jose, CA 95110

Notice of Correction
Traffic Citation

Leave Date Blank
address Lsted below by mailing it, postage prepaid. in the  United States posial maibox at @odress)

| declare under penalty of pequry under the laws of the State of Calilfornia that the regoing I true and correct

On (date).
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v o
a0 o

| #9bpog | awoN W0 oz/oz/zl
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(SIGNATURE)

Defandant'’s Address.

rFirst Middle Last
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Leave This Blank

2 PINOYS LONEIA 1O SwiIeg _\w

This is used to mail to Subject)

San Jose, CA 95110

£

123 Main St
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Leave Date Blank

Original to Court
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, | sarved this Notice of Carraction on the partes at the

ATTACHMENT
2020 CITATIONS & AMENDMENTS TRAINING GUIDE
PROOF OF SERVICE
21 W Misston St
San Jose, CA 951 10

Notice of Correction
Juvenile Citation

Leave Date Blank
addrass ksted balow by maling #, postage prepaid, in the United Siales postal mailbox al faddvess):

| ceclare under penalty of perury under the laws of the Siate of Caldornia that 1he foregoing s true and carract

On @lata):
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First Middle Last
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(This is used to mail to Subject)

F
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San Jose, CA 95110
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Leave Date Blank

TRIDO [New Jarvaaty 1 PO

Date:
Oviginaf o Court
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ATTACHMENT
2020 CITATIONS & AMENDMENTS TRAINING GUIDE

2020 CITATION ANMD WARBANT

CITATION REFERENCE GUIDE
FOR ALL CODES HEARD I CRIMINAL {SUPERIOR) COURT

RIMINAL COUR

PEMAL CODES
ALL PEMAL CODE VIOLATIONS
are heard in CEIMINAL COURT
(EXCEPT 502 8a, 640(b}{1) and
640{b}{2) — which are heard in
Traffic Court)

VEHICLE CODES
The following is a partial list of
the most common vehick codes

heard in COIMINAL COURT:

20

ar 149:1-'.-I[I

3 14810

20004 1600

5751 2000 1)

10601 20002

17BN 21205

1WENE) M

10852 2214

10853 20N d)

10854 231104adh]

11500 2T

115202 31303h,0.6)

11700 16l

11711 27

117 13ia-n} el

117131 2E319

11712.6(akh) 3EXadh]

EUSINESS & PROFESSIONS
CODES
MOST BaP TODES are heard in

CRIMINAL COURT.

{25620a BEP — send 1o Trafic Courd)

HEALTH & SAFETY CODES
AL HE are i
CRIMIMAL COURT — sect s nienien
" wiBal ol Jgticn 150 Heddrg Bt CanJom

5.J. MUNICIPAL CODES
t all San Jose
CODES are heard in CRIMINAL
COURT - Some are heard in
TREFFT COURT. (See reverss

side for common charges.)
The following is a parfial list of
the most common MUMICIPAL

CODES heard in CRIMINAL

COURT:

6.39 080 1050020

&.44.070 1138200

BE2 13.44.11}{soma)

&5 {all) 1344120

T40.0M0

7400080 1344190

.08 {all) 1344200

gLk =40} ] 1344210

1020140 {all 1344220

10230150 1702 all

1022110 17.04[all)

1032010 17.100all}

1038010 17.12(all)

1038020 17 20,050

10.38.030 17.22(all)

10.39.100

"l = ALL subsactions]

EHIHIE REFORT HEGI.IIHEQ

PENAL CODES
ALL PENAL CODEVIOLATIONS REQUIRE A
CRIME REFORT ENCEFT S4TIF) and 374.4PC.
WOTES 0N THE FRONT OF THE WHITE
{COURT) COFY OF THE BACKSIDE OF THE
PIHK COPY ARE REQUIRED WHEN BO CRIME
AEPOHT IS WRITTEN FOR I 4.4 FC.

EATF) BEQUIRES A FORM 128,

VEHICLE CODES
LL MIETEMEENGH VEAICLE CODE

AEQUIAE A CRIME REPOHT
EXCEPT: 14504(s)_ 23403 AND 23 00VC.
NOTES OH THE FRONT OF THE WHITE
{COURT) COAY OR ON THE BACKSIDE OF
THE PIHK COPY ARE REGUIRED WHEN HD
CRIME REPORTTE WHITTER FOR THESE
THREE VI SECTIONS.

""20002 VT - REGUIRES A FORM 555°" {and is
heard m CEIMINAL COURT]
BUSINESS & PROFESSIONS
CODES

ALL BEP CODE VIOLATIONS
HETILIRE & CRIME REPORT.

HEALTH & SAFETY CODES
ALL HES CODE VIOLATIONS
AET:NRE & CRIME REPOAT.

S..J. MUNICIFAL CODES
A CRIME REPORAT IS REQUIRED'W HEN
FOLLOW UP 15 NEEDED OR WHEN

PROPERTY IS BOCKED,
HOTES ON THE BACKSIDE OF THE PINK
COPY OF THE CITATION ARE AEGUIRED

FOR SJMCVIDLATIONS.

BOOKING REQUIRE

PEHAL CODES

ALL PENAL CODE VIOLATIONS HEARD IN
CRIMINAL COURT REQUIRE INFORMAL

BOOKING sxoapt SI7(F) AL COHOL! and
Al (UTTERNGE

VEHICLE CODES

AL VEMICTE CODE VIDLATIONS HEARD M

T CRIMIMAL COURT REQUARE IMFORMAL
BOOKING EXCEFT 1460 VIOLA TIONS.

BUSINESS & PROFESSIONS

ALL BAP REQWIRE
INFORMAL BOOKING.

HEALTH & SAFETY CODES
ATTAES CODE VIOLATIONS REQIRE
INFORMAL BO0KING sxcept Infractions.

S.J. MUMICIFAL CODES
KO WFORMAL BO0KING S AEQUTRED FOR

AN JOSE WUNICTPAL CODES
axvapt SJ 10 50030 (Spect ator Ordnancal
**NO Infiormal Booking for Infractlons®

“*REQINRED CHARGE FOAMATS™
Tper Di's. Ciffica)
PC 241(A) MNOT eC 24
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PC146.00A) NOT BC 1499
PC 486 NDT B 494 OF BC 4840000
HS 11377(A) " BOT ssui3r

HE 113540A) HNOT M4 Laaeao,
P

“HSEIMG 10.50.020 —

- Musi includa MG
- Always a WED
- Pra-booking Is RECAUNRED

SPECTATOR ORDIMAMCE"***
- G0 reguired, usa ofarsa oode:
WLNI - 8 SFECTATOR VIOLATIONEIDESHDW
- Hall ol Justica, 190%W Hodding ai 200 AM
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ATTACHMENT
2020 CITATIONS & AMENDMENTS TRAINING GUIDE

2020 CITATION AND WARRANT CITATION PROCEDURE
FOR SUSPENDED DRIVER'S LICEMSES

**14601 Violatlons- ALWAYS CRIMINAL COURT &
ALWAYS a MISDEMEANOR™

0:00 Must be written on the citation

& AM must be marked.
0200 hours and 9AM iz NOT acceptable to the court.

Suspended driver's licensa violations will be cited to Criminal Coun. A
couwrt date and time will be set by utilidng the court calendar jor comact
cowt dates.

A chame of 14601 is NOT & proper change and would need 1o be
emendad. Suspended icense violations MUST be written on the citation
&5 shown below:

14501.(g) 14501.1{a) 14601.2(a)
14601 5{a)

14801 b}

NO BOOKING REQINRED FOR 14501 VIOLATIONS

When making a physical amest for on-view charges, do not write &
citation for & 14601 viclation, but explain in your repori whet additional
charges you wish 1o add.

Semvice codes *17, “L”, “N” or “B” am not proof of know e codes
service, cite 1 outa F0.

14601 Is NOT aligible for dismissal

“ALWAYS GHECK THE DRNWER'S DMV RECOAD TO ENSURE YOLU
ARE CITING FOR THE HIGHEST 14601 CODE™

125000a) and 12051(8) VC (TRAFFIC COURT)

Whean citing for 12500{a) and 12351(8} V', cite into TRAFFIC COURT
&1 1085 Homesiead Ad.. Sania Clara. 12500{a) should be ciied as an
INFRACTION. Sat a court date wilizing the court calendar in this

handout. DO WOT SET A TIME TOAPPEAR. NO PAOE BOOKING

When citing for a licensa violation AND MO OTHER CHARGEIS) ARE

ADDED, the officar MUST write what constituted the probabie capse for
the treffic stop on the FACE of the citation (example: “PC - no stop
Eight=_").

NO PRE-BOOKING FOR 12500, 12351 OR 14507 VC VIOL ATION'S.

23103 and 23108 VC {CRIMINAL COURT)

'l.'l'heq -::hr_lg l-:l_r 251[:3IE| b} or 2Z3108(a-d), a Fnrmﬂla not @uu‘ed IF

case, 8 Form 2would be raquired.
- Per u‘}rr:mn‘ Court. dnHDTira!d‘ie G‘I."G mtﬂn-s that app

“EOOKING 1S BEQUIRED FOR 23703 AND 23100 VC.™

*Do not place a case number or incident number
on any citation unless a report s written™”

FILL OUT ALL PORTIONS OF THE CITATION AS COMPLETELY AS
POSSIBELE OR THE CITATIONWILL BE AETURNED TO YOU FOR
COMPLETION. A RIGHT THUMB PRINT IS REQUIRED OM ALL
CRIMINAL CITATIONS PER DUTY MARNOAC SECTION L FHod

16

SAN JOSE POLICE DEFARTMENT'S CITATION
& WARRANT CITATION PROCEDURE
FOR CITING INTO CRIMINAL COURT

(HALL OF JUSTICE SUPERIOR COURT)

Soi 8 court date uiNzing the court calendar on the reverse side
of this handowt The court ime is ALWAYS 8:00 am

STALWAYS ASSIGN CO-DEFENDANTS THE SAME COURT DATE™"

When citing for a misde meanor violation heard im Criminal Court in
combination with an Infraction or Misdemeanor charge heard in Traffic
Court, mark the citation for CGriminal Court {HALL OF JUSTICE).

ALL CRIMINAL CITATIONS MUST INCLUDE THE AHRESTEE'S RIGHT
THUME PRINT. The thumb: print MUST be placed on the backside of the
pink copy of the citation {per Duty Manual Section L 3104).

“JUVENILES CITED FOR MISDEMEANOR VIOLATIONS WILL BE CITED
INTO THE SANTA CLARA COUNTY JUYENILE COURT -
Ba0 GUADALUPE PARKWAY. SAN JOSE ™

““JUVENILES CITED FOR TRAFFIC VIOLATIONS !qHFRAGTIHN%EWILL BE
CITED INTO THE T-

1095 HOMESTEAD ROAD., SANTA CLARA.™

“*JUVENILES BEING CITED FOR 12500{a) OV C,
Misd will app=ar in Juvenile Court — 840 Guadalupe Plowy, San Josa.
All Infraction 12500{a} TV C i conjunction with another infraction violation
will b= heard in Traffic Court™

“When ciing pivenilss for MISD rafic wiolations, do NOT put 2 dsie or ims
Chedy the bores iabaled uvenis Misd™ snd “To Be Nodfisd™ on the citation.
When ciing for 2 misdemeanar rafic vidlation ywou MUST compiets 3 JOR a5

[ E =

REFERENCE GUIDE FOR
{1085 Homeseed Ad, Santa Clara)

THE FOLLOWING IS A PARTIAL LIST OF THE MOST COMMON MUMNICIPAL
CODES HEARD IN TBAFHIC COURT :

6.46.040 11.84.010 13.44. 130
7.40.030 13.44.020 13.44.1400k) -1*
7.40.040 13.44 040 13.44.150
10.12.010 13.44.050 13.44.160
10.12.030 13.44 060 13.44.250
1012110 13.44 060 13.44. 240(8) or (g}
11.34.010 13.44.100 15.10.200
11.34.070 13.44.110 {soma)

MC 1344 240 AND MC 1344, 140 MUST BE MESD (UNTIL AEDUCED BY COLUAT)

WHERN CITING INTO TRAFFIC COURT, DO NOT SET A TIME.
SETA COURT DATE BY REFERING TO THE COURT CGALEMDAR
ON THE REVERSE SIDE.

“REQUIRED CHARGE FORMATS™
VT 4000 A1)
Vi 5200(A) NOT ¥o-5ass
W 12500040 MOT MC 12500 ORVC 1 2enadAlyy
Vi 12951 (A) NOT ¥o<ans4
VG 24 208i4) OA VG F1208(8) NOT ML 21208
VI 22450(A) NOT ¥C 22450
VG 24400(A) NOT ¥C-244a0

ANY QUESTIONS REGA RDING THESE PROCEDURES SHOULD EE DIRECTED TO
OE30's CITATION DESK at Ext. 4301 WE WILL BE GLAD TD ASSIST YOU:

JANUARY 2a20- WINDLEY 1208N - OS50






