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I.  AUTHORITY 
  

This policy is issued in compliance with Ohio Revised Code 5120.01 which delegates to the Director of 
the Department of Rehabilitation and Correction the authority to manage and direct the total operations 
of the Department and to establish such rules and regulations as the Director prescribes. 

DRC 1361 (rev 4/01) 

 
II.  PURPOSE 
 

The purpose of this policy is to establish a process to identify, track, pursue, and locate offenders who 
flee the supervision/detention of the Adult Parole Authority (APA), including probation/community 
control cases under the jurisdiction of the court in accordance with section 2929.15 of the Ohio Revised 
Code.   
 

III. APPLICABILITY 
 

This policy applies to all APA staff and especially those with fugitive and LEADS/NCIC 
responsibilities. 

 
IV. DEFINITIONS 

 
Absconder - An offender under APA supervision who fails to remain under the limits of supervision or 
confinement or who fails to return to a facility as directed. 

 
Be On The Lookout (BOLO) - A broadcast from the Ohio State Highway Patrol to its personnel, and/ 
or to other law enforcement agencies to alert them to look for a wanted person who is to be arrested, or a 
person of interest. This is utilized by the Division of Parole and Community Services (DPCS) to 
minimize the risk to public safety.  
 
Capias - “That you take”.  The general name for several species of writs; the common characteristic of 
which is that they require the officer to take a named defendant into custody. 
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Community Control - A sanction that is not a prison term and that is described in sections 2929.16, 
2929.17, and 2929.18 of the Ohio Revised Code.  Community Control replaces the term “probation” and 
applies to all offenders given non-prison sanctions for felony offenses committed on or after July 1, 
1996.  Community Control offenders are sentenced directly to sanctions without a prison sentence being 
imposed and the prison sentence suspended.  The maximum period of Community Control is five (5) 
years. 
 
Community Corrections Information System (CCIS) - A computerized information system used to 
track the criminal history and progress of offenders under the supervision of the APA.  Access to CCIS 
is restricted to essential users only. 
 
Field Officer Tablet (FOT) - Computerized data maintained by the parole officer assigned to the case 
that contains the chronological details involving contact with the offender, social services agencies, law 
enforcement, etc.  The tablets also contain all demographic information pertaining to the offender and 
documentation of staffing decisions. 
 
Lost Time - Pursuant to ORC 2967.15, lost time is the specific period of time during which an 
offender’s period of supervision or prison term is tolled or not credited.  Lost time can result from being 
declared a violator-at-large, violator in custody out-of-state, being unavailable for supervision, or other 
reasons.  Lost time can modify an offender’s end of stated term, maximum expiration of sentence, 
expiration of definite sentence, or close of supervision date. 
 
Monitored Time - A sanction option pusuant to Ohio Revised Code 2929.17 which is the period of time 
an offender continues to be under the supervision of the sentencing court or parole board subject to no 
conditions other than leading a law abiding life.   
 
NOTEC - A section in the Community Corrections Information System (CCIS) to record information 
regarding offender’s activity while under supervision. 
 
Parent Institution - The institution the inmate is assigned to after completing the reception process. 
 
Parole - The release from confinement in any state penal or reformatory institution by the APA that is 
created by section 5149.02 of the Ohio Revised Code and under any terms and for any period of time 
that is prescribed by the APA in its published rules and official minutes.  A parolee so released shall be 
supervised by the APA.  Legal custody of a parolee shall remain in the Ohio Department of 
Rehabilitation and Correction (DRC) until a final release is granted by the APA, pursuant to section 
2967.16 of the Ohio Revised Code.  The above applies to all persons who have comitted felonies prior to 
July 1, 1996. 
 
Parole Violator in Custody (PVIC) - An offender who has been arrested outside the State of Ohio or is 
in federal custody (in state or out of state) for an offense/violation that has been determined to warrant 
extradition, but who has not been declared a Violator-at-Large (e.g. offender leaves the state without 
permission and is subsequently arrested for a new criminal offense out of state).  
 
Post Release Control (PRC) - A period of supervision for an offender by the APA following release 
from imprisonment that includes one or more post release control sanctions imposed by the parole board 
pursuant to section 2967.28 of the Revised Code. 
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Probation - A period of supervision for a convicted offender (felony or misdemeanor) in lieu of 
prison/jail term for a specified length of time.  The execution of the sentence is suspended and the 
defendant is placed under the supervision of the court.  The period of supervision can be up to a period 
of five years.  Once placed on probation, the offender is expected to abide by the conditions the court 
imposed.  The probation services can be one by either the Common Pleas Court probation department or 
by APA field services.  The term probation applies to all persons placed on probation for felonies or 
misdemeanors committed prior to July 1, 1996 and all misdemeanors thereafter. 
 
Reasonable Belief - For the purposes of this policy, reasonable belief is personal knowledge of facts 
and circumstances which are reasonable, trustworthy, and that would justify an average person to 
believe that an offender has absconded supervision. 
 
Toll - To suspend or stop temporarily.  Thus to “toll time” means to stop counting against an offender’s 
sentence. Tolling is completed by the completion of special minutes and a STATI or FIREL entry. 
 
Transitional Control (TC) – Inmates approved for release up to 180 days prior to the expiration of 
their prison sentence or release on parole or post release control supervision under closely monitored 
supervision and confinement in the community, such as a stay in a licensed halfway house or restriction 
to an approved residence on electronic monitoring in accordance with section 2967.26 of the Ohio 
Revised Code. 
 
Treatment Transfer (TT) - A prison transfer program authorized by O.R.C. Section 5120.035 that 
provides substance use disorder assessment and treatment through licensed community treatment 
providers to help reduce substance use relapse and recidivism for prisoners convicted of felony level 4 
and 5 non-violent offenses.  Eligible inmates may be transferred from state correctional facilities to the 
community facilities for up to 365 days prior to the expiration of their prison sentences.  The inmates 
transferred will be under closely monitored supervision and confinement in the community, such as a 
stay in a licensed halfway house or restriction to an approved residence on electronic monitoring. 
 
Violation Sanction - An official response by the APA to a specific, documented violation of a condition 
of supervision.  A sanction may be a community-based punishment or a return to incarceration. 
 
Violator at Large (VAL) - An offender, as defined by the ORC 2967.15, who absconds the supervision 
of the APA. 
 
 

V.  POLICY 
 

It is the policy of the Ohio Department of Rehabilitation and Correction (DRC) to take measures within 
existing resources to identify, track, pursue and locate offenders who flee supervision from the APA.  
An appropriate violation sanction shall be imposed upon absconders who are located.  Additionally, 
whenever an offender violates a sanction or condition imposed by the sentencing court by absconding or 
otherwise making themselves unavailable for supervision, the sentencing court shall be notified.  
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VI. PROCEDURES 
 

A. Offender Whereabouts Unknown  
 

1.  Immediately upon receiving information that an offender has absconded supervision, the 
supervising officer shall staff the case with the unit supervisor/designee and process a 
Whereabouts Unknown (WUVL) report header in CCIS with a thirty (30) calendar day 
follow up for a violation report.  If the offender is Transitional Control (TC), a WUVL 
header shall not be completed.   

 
2.  During the thirty (30) calendar days after completion of the WUVL report header, the 

supervising officer or other designated staff shall take the following actions: 
 

a. Staff the situation with the unit supervisor/designee; 
b. Visit the offender’s last known residence; 
c. Contact the offender’s family members, friends, and significant others who reside at 

other locations utilizing information available in DOTS Portal and CCIS (VSL, 
placement information) to obtain possible addresses and contacts; 

d. Contact the offender’s employer and/or school; 
e.  Contact the community agencies that provided services to offender; 
f.    Contact local law enforcement agencies/holding facilities.  Contact is to be done the 

same day that the VAL email request is submitted to the fugitive section. Contact 
shall include local county jail as well as city jail of last known address; 

g.  An FBI/III/CCH/LEADS and drivers/registration check shall be completed and 
reviewed prior to submitting the VAL email to the fugitive section. The report shall 
be reviewed for recent arrests, any indication of custody status in another jurisdiction, 
and new address information reported to the Bureau of Motor Vehicles (BMV). If any 
new information is discovered, it shall be investigated by the unit prior to the request 
for a warrant; 

h.  All attempts to locate the offender shall be promptly documented in the officer’s 
Field Officer Tablet (FOT). 

 
3.  If there is reason to delay the issuance of a warrant (e.g. the offender has been seen in the 

area and the officer is requesting additional time to make contact with the offender), the 
unit supervisor/designee shall submit a request via email to the fugitive section parole 
program specialist and parole program administrator for approval. The response from the 
parole program specialist or parole program administrator shall be documented in 
NOTEC by the fugitive section parole program specialist.  An extension of up to fourteen 
(14) calendar days may be granted.  In the event the warrant is still needed, the VAL date 
shall be the date of the WUVL header.  

 
4.  If there are extenuating circumstances to issue a warrant before the end of the thirty (30) 

calendar day period, the unit supervisor/designee shall submit a request via email to the 
fugitive section parole program specialist and parole program administrator for approval.  
The response from the parole program specialist or parole program administrator shall be 
documented in NOTEC by the fugitive section parole program specialist. In the event a 
warrant is issued before the end of the thirty (30) calendar day period, a violation report 
shall be completed pursuant to DRC policy 100-APA-24, APA Violation Report.  
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5.  If the offender is under transitional control supervision due to their inmate status, he/she 
shall be declared Violator-At-Large and a warrant issued upon knowledge of his/her 
whereabouts becoming unknown. Escape charges shall be pursued immediately on 
transitional control cases by the parole unit that monitors the designated halfway house.  

 
6.  Upon receipt of information that an offender (PRC/Parole) is AWOL from a halfway 

house, the regional administrator/designee shall consider available information including, 
but not limited to, imminent danger, the offender’s criminal history, and risk level.  The 
regional administrator/designee shall then determine if a Be On The Lookout (BOLO) is 
needed. The regional administrator/designee shall follow established BOLO procedures.  
If an offender’s whereabouts remains unknown, a warrant shall be requested the next 
business day by the supervising unit.  

 
7. If an offender on parole or PRC supervision reaches their maximum expiration of 

sentence date within fourteen (14) calendar days of the issuance of the warrant (not 
including lost time back to the date the WUVL header was created), the unit shall staff 
with the fugitive section parole program specialist or parole program 
administrator/designee to determine if the warrant shall be issued.  

 
8. Interstate compact offenders serving a one-year term of post release control due to 

restitution who abscond supervision shall be reviewed on a case-by-case basis.  If the cost 
to return the offender from the receiving state is more than the amount of the restitution 
owed, the offender shall be granted an unfavorable termination pursuant to DRC policy 
100-APA-16, APA Termination Recommendation, and not declared VAL. 

 
9.  Pick up radius determination: 
 

a. Minutes Only:  PRC offenders with five (5) days or less available prison sanction 
time shall have their VAL notifications titled “Minutes Only” on the subject line. 

 
b. Ohio only (LEADS):  

i. Felony-5, Felony-4, Felony -3 discretionary PRC;  
ii. Felony-3 mandatory PRC (non sex offenders), F-2 (moderate and low risk) unless 

staffed with Fugitive Section and approved for nationwide;   
iii. PRC offenders having between six (6) and thirty (30) days of available prison 

sanction time; 
iv. All Monitored Time cases, regardless of felony level. 
 

c. Nationwide (NCIC):  
i. Felony 1, Felony 2 (very high and high risk) offenders with more than thirty (30) 

days of available prison sanction time  
ii. Felony 1, Felony 2, and Felony 3 sex offenders with more than thirty (30) days of 

available prison sanction time 
iii. Transitional Control offenders 
iv. Interstate Compact offenders 
 v.  Parole offenders 
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d. High profile offenders or situations or offenders with unusual circumstances, 
designated as such by the unit supervisor/designee after a staffing, regardless of the 
above criteria, shall be staffed with the parole program administrator/designee to 
determine if a nationwide warrant shall be issued.  

       
B.  Violator at Large 
 

1. Thirty (30) calendar days after creating the WUVL header and attempts to locate the 
offender utilizing Section VI.A.2 a-g detailed above have failed, the unit supervisor or 
designee shall: 
 
a.   Review and verify the information in CCIS to determine the accuracy and the status 

of the supervision period, start date, expiration date, parent institution, sentence, 
available prison sanction time, and the offender’s social security, BCI and FBI 
numbers. 

  
b.  E-mail the Fugitive VAL email account at the Operation Support Center (OSC) a 

complete VAL Request form (DRC1368) utilizing the Fugitive Section VAL 
notification email system (VAL, Fugitive) within one (1) business day of staffing.  
The Office of Victim Services (DRC.Victim.Services@odrc.state.oh.us) shall be 
copied on cases with a Victim Notify Record. Senior parole officers shall staff cases 
under their supervision with the unit supervisor and not submit VAL email requests 
on offenders under their supervision without written authorization (documented in file 
or NOTEC) from the unit supervisor.   

 
2. Other responsibilities of the field unit include:  

 
a. In the unit supervisor’s absence, the unit supervisor or the regional administrator is 

responsible to appoint a designee (e.g. senior parole officer or another unit 
supervisor) to ensure there are no delays in the authorization through email of an 
offender being declared a Violator-At-Large. 

 
b. The field unit file and CCIS must remain in an active status.  Upon submitting the 

VAL email request, the supervising officer shall complete a Violation Report 
pursuant to DRC policy 100-APA-24, APA Violation Report.  
 

c. VAL cases shall remain open with scheduled follow-up dates.  The first computerized 
criminal history (CCH) record check is due thirty (30) calendar days after the transfer 
acceptance and/or VAL declaration.  The existence of the VAL warrant shall be 
confirmed at this time. Subsequent LEADS DS/RS checks shall be run every ninety 
(90) calendar days, with record check (RC) headers to ascertain any new criminal 
activity and verify the VAL warrant, unless activity dictates more frequent reports. 
All investigation activity on the case is to be documented in the officer’s FOT notes.       

 
 
 
 
 

mailto:DRC.Victim.Services@odrc.state.oh.us
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d. In regions that have designated fugitive officers, Violator At Large (including TC) 
cases are referred by the declaring unit to the appropriate unit supervisor or designee 
upon completion of the violation report and issuance of the warrant request, no later 
than thirty (30) calendar days after the WUVL header has been created.  Based upon 
regional administrator discretion, certain cases may remain with the declaring officer 
while other cases are transferred to the fugitive officers (e.g. TC Offenders, Sex 
Offenders, High Profile, etc.).  For assignment purposes, a Transfer Investigation 
Request shall be submitted pursuant to DRC policy 100-APA-21, APA Offender 
Transfers.  

 
e. After a PRC/parole offender has been declared WUVL, escape charges may be 

pursued per agreed protocol established within each county or region. 
 
f. In the event a VAL offender (including TC cases) has no ties to the declaring unit 

(e.g. halfway house case, etc.) the case may be transferred to the area where the 
offender is known to have contacts (e.g. conviction county, home town, sending 
region) and request the unit search for the offender.  The transfer is not to be 
requested until the violation report has been completed and the VAL warrant has been 
issued. 
 

3.  Transitional Control (TRC)/ Treatment Transfer Offenders (TT): 
 

a.  For TRC/ TT offenders who have absconded supervision please refer to 
                                          DRC policy 100-APA-32, APA Transitional Control and Treatment 
                                          Transfer Supervision.  
                                                                             

C.  Operation Support Center Terminal Agency Coordinator (TAC) 
 

1. The Fugitive TAC shall monitor the VAL fugitive email throughout each business day to 
ensure that VAL email authorizations are processed in a timely manner.  In the TAC’s 
absence, the TAC shall appoint a designee to monitor the TAC terminal and process all 
incoming e-mail VAL authorizations. 

 
2. When the TAC/designee receives an email VAL authorization from a unit supervisor or 

designee, the TAC or designee shall immediately create a VAL file to contain:  
 

a.  Print out of the email authorization received from a unit supervisor/designee; 
b.  Copy of the CCIS WUVL report header page marked Violator-At-Large; 
c. A complete printout of the offender’s BCI/NCIC record including vehicle registration 

and state identification; 
d. Copy of Special Minutes – Violator at Large (DRC1348) declaring the offender a 

Violator-At-Large. 
  
When not in use, the VAL file folders shall be stored in a secure area in the Fugitive/TAC 
Section. 
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3. The TAC/designee shall ensure the Violator-at-Large minutes are promptly processed on 
each VAL offender and that the minutes are distributed as follows: 

 
a. Email to the unit supervisor; 
b. Original filed at Highway Patrol with a copy of the WUVL header or most recent 

header if TC; 
c. Copy placed in offender’s VAL file in the fugitive section at OSC.  This copy shall be 

sent to the Bureau of Records Management for imaging upon the offender’s 
arrest/restoration. 
 

4. The APA VAL files shall match the Ohio State Highway Patrol LEADS/NCIC files. 
 
D.  Fugitive Section/Field Unit Coordination  
 

1. The fugitive section shall coordinate their efforts to locate VAL offenders with the field 
unit(s) as well as with other governmental or private agencies.  Information obtained by 
the fugitive section shall be promptly documented in NOTEC and copies of all 
correspondence, outgoing as well as received, shall be placed in the VAL offender’s file 
in the fugitive section. 

 
2. When the fugitive section obtains information concerning the possible whereabouts of a 

VAL offender, all available information shall be emailed to the appropriate unit 
supervisor/designee.   
 
a. The unit supervisor/designee shall assign the VAL case to a field officer within three 

(3) business days of receipt of the case. 
 

b. Within thirty (30) calendar days of being assigned the VAL case, the field officer 
shall: 

 
i.  Investigate all available leads concerning the location of the VAL offender; 
ii.  Staff the results of the investigation with the unit supervisor/designee; 
iii.  Document the officer’s attempts to locate the VAL offender in FOT and NOTEC. 

The unit supervisor and/or designee shall send an e-mail to the field services 
fugitive section advising them of the results of the investigation.  A copy of the e-
mail shall be placed in the offender’s field unit VAL file.  

 
3.   The fugitive section shall review cases and provide information to the U.S. Marshals 

Office or other designated task force.  Offenders required to register as sex offenders, as 
well as very high and/or high risk cases pursuant to DRC policy 100-APA-13, 
Supervision Reentry Planning and Offender Classification, shall be referred to the U.S. 
Marshals or other designated task force.  Field units may request other cases be referred 
to the U.S. Marshal’s Office or other designated task force after staffing with the fugitive 
section.  
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E. Fugitive VAL System Maintenance 
 

The fugitive section parole program specialist shall annually audit VAL files on offenders with 
Ohio only warrants and semi-annually audit VAL files on offenders with nationwide warrants 
who are VAL six (6) months or longer to verify and/or validate:  

 
1. Update VAL files of any changes/new information/status; 
2. Review VAL files to determine if any VAL offenders are eligible for administrative 

release pursuant to section 2967.17 of the Ohio Revised Code.   
 

F. Notification of Offenders Arrested 
 

1.  In-State 
 

a.  When a unit supervisor/designee receives information an offender has been located, 
the unit supervisor/designee shall verify the identification of the offender and 
determine whether an APA Hold Order shall be placed or if the offender shall be 
sanctioned and released pursuant to DRC policy 100-APA-14, Sanctions for 
Violations of Conditions of Supervision, prior to notifying and requesting the 
Fugitive Section clear the LEADS/NCIC warrant. If the VAL offender has a victim 
notify, the fugitive section shall notify the Office of Victim Services of the offender’s 
status via email to DRC Victim Services (DRC.Victim.Services@odrc.state.oh.us).  A 
copy of the email notification to the Office of Victim Services shall be sent to the 
Bureau of Records Management document management department for scanning into 
OnBase.  

 
b. When the fugitive section receives notification of a VAL offender’s arrest within 

Ohio, the fugitive section shall immediately contact the field unit responsible for the 
geographic area in which the offender is arrested or confined.  The field unit shall 
verify identification of the offender and determine whether an APA Hold Order shall 
be placed or if the offender shall be sanctioned and released pursuant to DRC policy 
100-APA-14, Sanctions for Violations of Conditions of Supervision.  The field unit 
shall immediately notify the fugitive section to request the warrant be cleared from 
LEADS/NCIC. The fugitive section shall ensure the original unit that declared the 
offender VAL is notified of the offender’s status.  The fugitive section shall, pursuant 
to DRC policy 100-APA-27, Determination of Lost Time, process the Lost Time 
Request and Restoration Minutes (DRC3534/DRC3535). 

 
c.  If an offender who has been declared VAL turns himself in to the APA is not arrested, 

the APA shall notify the fugitive section and request that the warrant be cleared.  The 
fugitive section shall clear the warrant and calculate lost time.  All actions shall be 
documented in NOTEC. 

 
d. For transitional control cases, the fugitive section shall notify the Bureau of 

Community Sanctions (BCS) of the offender’s arrest/return to supervision by sending 
an email to DRC.TCViolations@odrc.state.oh.us. 

 
 

mailto:DRC.Victim.Services@odrc.state.oh.us
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e. Once the offender has been restored, if the case had been transferred to a fugitive 
officer, the fugitive officer shall complete the arrest report and submit an email to the 
declaring unit supervisor/designee.  The fugitive officer shall maintain the read 
receipt as verification of notifying the declaring unit of the offender’s status.  Within 
twenty-four (24) hours of the fugitive officer receiving notification, a Transfer 
Investigation Request (TIR) header shall then be issued with a three (3) business day 
follow-up for the declaring unit to accept the case. 

 
2. Out-of-State 

 
a. When the fugitive section learns of a VAL offender’s arrest in another state, the 

fugitive section shall promptly contact the arresting agency and obtain the appropriate 
information and documents including, but not limited to: 

 
i. Verification of the offender’s identity; 

ii. Verification of the validity of the VAL warrant; 
iii. Status of any other charges/warrants/detainers against the offender;  
iv. Verification of pickup radius. 

 
b. Once positive identification has been made, the fugitive section shall clear the 

warrant, if applicable, from LEADS/NCIC. 
 
c. The fugitive section shall: 

 
i. Notify the appropriate unit supervisor/designee and Office of Victim Services, if 

applicable, via email; 
 
ii. Complete the Case Review Summary of the offender’s status, and, if applicable, 

obtain copies of conviction documents;   
 
iii. Obtain the approved signatures from the chief of the APA/designee to have the 

offender extradited; 
 
iv. Notify the appropriate fugitive section personnel to arrange for the offender’s 

transport back to Ohio; 
 
v. Notify the field unit once the offender is in custody in Ohio.   Notification may be 

faxed (if transmission is verifiable), emailed (if transmission is verifiable) or 
telephone.  Written documentation the fugitive section contacted the field unit 
shall be documented in NOTEC;   

 
vi. Process the Lost Time Request and Restoration Minutes.  
  

d.   Financial Sanctions - Parole and post release control offenders who are returned as 
Violators at Large from jurisdictions outside of the State of Ohio are subject to 
financial sanctions for the cost of his/her extradition back to the State of Ohio 
pursuant to Ohio Revised Code 2929.16-18 and Administrative Rule 5120:1-1-41, 
Standards for Imposing, Modifying and Reducing Post-Release Control.   
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e. When information is obtained an offender is arrested outside the State of Ohio, but 
has not been declared a Violator At Large (e.g. offender leaves the state without 
permission and subsequently arrested for a new criminal offense out of state), the 
offender shall be designated as a Parole Violator in Custody.  The field unit shall 
promptly contact the arresting agency and obtain the appropriate information and 
documents including, but not limited to, verification of the offender’s identity and 
status of charges/warrants/detainers against the offender.  The Parole Violator in 
Custody (PVIC) pick-up radius criteria is as stated in section VI.A.9 of this policy.  

G. Probation/Community Control - Whereabouts Unknown  

1.  Upon reasonable belief an offender has absconded probation or community control, a 
Whereabouts Unknown Report (DRC3420) detailing the offender’s status shall be 
submitted to the court by the supervising officer within one (1) business day.  The APA 
shall not request a warrant at this time, but the court may issue a warrant at its own 
discretion.  In addition, the supervising officer shall staff the case with the unit 
supervisor/designee and process a Whereabouts Unknown (WUVL) report header in 
CCIS with a thirty (30) calendar day follow-up for a violation report.   

2.  During the thirty (30) calendar days following completion of the WUVL report header, 
the supervising officer or other designated staff shall take the following actions: 

 
a. Staff the situation with the unit supervisor/designee; 
b. Visit the offender’s last known residence; 
c. Contact the offender’s family members, friends and significant others who reside at 

other locations utilizing information available in DOTS and CCIS (VSL, placement 
information) to obtain possible addresses and contacts; 

d. Contact the offender’s employer and/or school; 
e.  Contact the community agencies that provided services to offender; 
f.    Contact local law enforcement agencies/holding facilities.  Contact shall include local 

county jail as well as city jail of last known address; investigation of WUVL should 
include county and local jails of supervising jurisdiction. 

g.  An FBI/III/CCH/LEADS and drivers/registration check shall be completed and 
reviewed prior to requesting a Capias. The report shall be reviewed for recent arrests, 
any indication of custody status in another jurisdiction, and new address information 
reported to the Bureau of Motor Vehicles (BMV). If any new information is 
discovered, it shall be investigated by the unit prior to the request for a warrant; and 

h.  All attempts to locate the offender shall be promptly documented in the officer’s 
FOT. 

 
3. After a thirty (30) calendar day absence, the supervising officer shall verify the Capias 

was issued by the sentencing court. If the sentencing court declines to issue a Capias, the 
supervising officer shall verify that the offender’s case is being tolled, the verification 
shall be staffed and documented in the FOT by the supervising officer and in NOTEC by 
the unit supervisor/designee.  
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4. After the violation report has been submitted pursuant to DRC policy 100-APA-10, APA
Probation/Community Control Violation and Supplemental Reports and the Capias or
tolling of probation/community control supervision verified and documented, the
supervising unit shall close the case in CCIS, unless otherwise stated in the county
agreement or requested by the sentencing court.

H.  Whereabouts Known 

Should the offender’s whereabouts become known within thirty (30) calendar days, the 
supervising officer shall notify the court no later than the next business day, promptly investigate 
the reasons for the absence, and staff with the unit supervisor/designee.  The supervising officer 
shall then: 

1. Complete a detailed Special Report in CCIS recommending return to supervision; or
2. Initiate violation proceedings.

Related Department Forms: 

Special Minutes – Violator at Large DRC3148 
VAL Request  DRC1368 
Whereabouts Unknown Report DRC3420 
Special Minutes – R/W/A/L PRC  DRC3534 
Special Minutes – R/W/A/L Parole/TRC/TT DRC3535      
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