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I 'INTROIJUCTION' . , . . 
.. '.' .. '.' '.' • " 'Of' •• • •• " •• ,. o· •• ' 

Th~ primary purpose of the presentence report, a~cording to the' 
American Bar Association (Standard 2.2), is to provide the sen
tencing court with "succinct and precise information upon which 
to base a rational s~ntencing decision". The ability of proba-
tion officers to fulfill this task depends on a number of 
factors, such as, their workload; the amount of time they have 
to devote to the report; and their training and guidance related 
to report preparation. 

I ... ~: •• 

The compilation of the presentence report is extremely time (:on
suming!, Numerous people must be located and interviewed as well 
as the defendant himself. Records must be secured and information 
must be verified. All information must be analyzed and a recom
mendation for sentencing formulated. The President's COImuission, 
in its Task Force Report: Corrections, concludes that 'Ia proba
tion officer could adequately prep-are no more than 10 such reports 
during a month - and that exclusive of any other duties l

' (p.18). 

Athough an output of 10 report~ per month per officer may appear 
to be low, its justification is realized when the variety of 
decisions that depend on the presentence report are presented. 
The following quote, from the President's Commission Task Force 
Repurt on Corrections is illustrative of this point: 

Besides helping the jud'ge to dec.ide between 
probation and prison, it also assists him to 
fix the length and conditions of probation 
or term of imprisonment. Beyond these func
tions, the report is usually the majo~ 
information source in all significant decis~ons 
that follow--in probation programming or 
institutional handling, in eventual parole 
decision and supervision, and in any probation 
and parole revocation. ' 

, Task Force Report: Correcti9ns (19) 

In recognition of the important role playe~ by presenten~e and 
predisposition reports in the administration of justice, the 
staff of Probation Research and Development conducted a study 
to evaluate the process by which these reports arc prepared. 
The Monmouth County Probation Department was selected as the 
location for this study, due, in partJ to the commitment of 
that county's Judges and probation administrators to improve 
the operation and management of the ~robation service. 
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.'. This ·s.ttidy .repres cnts an· ini tial step in the analys ~s of proba- . 
. tron' services.'" The· inves·t·iga tiv'e p.rQc.ess ,. th~ugh .c.ru~j,a) to the 
administration of justice, is only one of several services 'l~en- . 
d~red by the probation system. The superVision and oounseling 
of probationers, for example, is a probation 'function of the 
utmost importance, but one 1vhich typically opeates under 
conditions that are less than perfect. Although the role of 
probation has expanded in recent years, a corresponding ex
pansion of resources has been h eking. Consequently, 
probation outpfit, in terms of quantity· and quality, suffers 
from inadequate manpower. The result has been caseloads 'I()f 
such unyielding sizes tha~ any rehabilitative counseling is 
inconceivable . 

The time has'come for a hard look at the services being ren
dered by the present probation system. Those responsible for 
the administration of probation services must make the 
commitment to implement the changes required to make probation 
a meaningful rehabilitative tool. 
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:. \: .... ' 'P.ROPOSED NODEL INVESTIGATJV,E PROCESS 

e' 'T~e' proposed model investigative' ~';o~'~'s~ 'i~a~'de~~gned' ~; ~j;~ 
'staff of Probation Research and Development to provide an 
effective and efficient investigative process, rho development 
of the model investigative pro~ess was based on the following . 
go:als 'and, assumptions: ~ 

1. Investigative reports should be of consistently high 
quality when submitted to jud~es; 

2. Investigations should be conducted as expeditiously 
and efficiently as possible, but not at the expense of 
report quality; 

3. The quantity of reports requested will remain the same 
~~ incre~se over the current volume; 

4. Adequate manpower will be available to implement the 
,proposed model system, if accepted, and that a separate 
unit, as described in this report, would be created 
with exclusive i~vestigative responsibilities. 

To facilit~te presentation of 'the model system, a flowch~rt of 
the process was pl':eparecl commencing with th9 point of adjudication 
and ending with the case disposition. Tne flowchart is inclucted 

eat the end of this section. The model process is presented below 
in 14 steps Wl1ich correspond with the encircled numbers on the 
flowchart. Although the presentation below is geared toward 
presentence and predispositiori reports, all investigative reports 
cail and should be prepared under the process described herein. 

A. Description of .Model Investigative Process 

1. Adjudication 

The investigative process is initiated with a plea or conviction 
of guilt. Immediately following the court proceeding, the court 
clerk takes descriptive case information from the defendant and 
fills out a "slip" (this slip is a revised version of the form 
currently used).. The slip is prepared in duplicate, one for the 
defendant ,and one to be sent to the supervisor of the investiga
tive unit. 

2. Notification 

2a. Incarcarcerated Cases 

For remand cases, the,objective is to secure as much information 
from the defendant as possible prior to his return to the given 

~institution. ~ 
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After the, co~r't clerk cOl1ipletes the "slip" 'on the defendant he is 
. 'esc.orted, back to ,the, county detd,ntion center. , The clerk telephones 

(athe' investigative u11i t imm'edla tc1i 'arid notifi'es' 'the'm 'that' a 'rem~nd' " 
~case has been adjudicated. The inve~tigator assigned to the unlt 

immediately checks the files for indication of prior record. If 
one does not exist, theJ.nvestigator initiates a .new file which, 
will be forwarded to the investigating officer. The unit super
visor initiates the control system and completes the intake log. 
These vehicles will be used to monitor th~ report progress and to 
assure equitable workload distributioR among officers. 

The supervisor then assigns the case to an investigating officer. 
Case assignment is done on a rotating basis with no discriminafing 
variables. If the chosen officer is not immediately available, : 
the next available officer on the rotating list will be assigned 
the case. The unit supervisor will control this prdcedure to 
assure that officers taken out of turn are skipped over when their 
next case comes up. 

The reason for this case assignment procedure is expedi-
ancy. Upon receiving an assignment and file, the offleer immedi
ately goes to the detention center to jnvervicw the defendant 
before his return to the institution. The entire process up to 
this point will hav6 taken 1e~s than 1 hour. 

During the interview, the officer completes an intake form. This 
form will contain descriptive case information and wi11contain 

_leads for further sources of information about the defendant such 
as employers, schools attended, references, military history~ etc. 
Upon completing the interview.the officer returns to the department 
an~ gives the intake form to the investigator. Sometime during 
the day, the investigator mails out requests for information to 
the leads listed on the intake form. These requests will be form 
letters and will be sent out under the investigating officer's 
name. 

2b. Non-incarcerated Cases 

After adjudication, the defendant is ordered to report to the 
probation department with his copy of the slip. The court/clerk 
telephones the investigative unit and notifies the investigator 
that a defendant is to be expected. 

Upon entering the department, the defendant is greeted by the' 
receptionist who takes the slip and staples it to the intake 
form. At this point the receptionist informs the investigator 
that the defendant has arrived and requests a record check from 
the file room and from the bail unit. The records are forwarded 
to the investigative unit and will be given to the assigned 
officer. 

As soon as the investigator js notified of the defendant's arrival, ehe initiates the control sy~tem and completes the'intake.!..2l.i.. The 

.. , 
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('a Jnves'tigato;: :tl;en' co·nduct~th~. ~!.cl111!~Tl ~erview ,w~,~h. t~1e, .; .. "':' 
, ... defendant to gather descriptive' case In!ormatlon and to ascertalll 

,leads for other sources of information. The intake form is com~ 
pleted by the investigator during this intervlew. Some time during 
the d~y, the investigator will mail out form letter requests for 
information under the investigating officer's name. It should be 
noted that the probation officer has not been involved in the pro
cess up to this point. This differentiation of tasks between the 
officer and investigator represents a substantial time and money 
saving element ,in this system. ' 

Upon completion of the preliminary interview, the case assignm~nt 
is made by the unit supervisor. The assigned officer is given 
all files that have been gathered, as well as, a copy of the in
take form .. If the assigned officer is available, or desires to 
do so, he may interview the defendant in his office at this time. 
Lf not, th~ defentlant i, given a contact card, which specifies 
the'officer's name and.phone number, and Is told he will be 
contacted later. 

3. Information Gathering 

With all background information already. collected during the 
~reliminary interyiew, the officer now can concentrate on filling 
In the gaps. DurIng the next week he will conduct personal 

~.intervie,vs with the defendant, his parents (or spouse), employer 
~r school administrators. I£ necessary, the victim of the 

\offense will also be contacted. Officers will complete progress 
:fo1'ms for each case to assist them in coordinating and managTng 
'their workloads. ) 
• J 

4. Correlation of Information 

When sufficient information has been gathered for the report 
the officer is ready to correlate all the pieces into his 
report. If items of information are missing, he now must 
attempt to get them via pho,ne s;ontacts. 

5. Dictation 

Dictating to a §ecretary is a waste of manpower. Not only does 
the secretary have double the work, but constant interruptions 
extensively prolong the dictating session. Reports should be 

'dictated into dictaphones for later transcription by a clerk 
typist. The clerk typists \\Till be arranged in a "pooll! setting 
and will take reports for typing on a rotating basis. 

6. First draft of Report 

Reports should be returned to officers within one working day, 
At this p. oint; the officers review the report for errors and 
'lllllllfor content. 



7. Report sent to PPO II 

(_iter' i:~e' PTO~a~i'On offic~r' iss;'ti's'fied 'ld tho the;· report,·. .. .. , ...... ,. 
he sends it to the unit supervisor for review. The PPO II 

, 

ieviews the report for content, clarity, and thoroughness 
and completes the R.:lport Reference (arm. This fo):m is a 
checklLst of factors designel to evaluate the quality of the 
report. ~ 

8. Case Conference 

As soon as the PPO II reviews a report, or periodically when 
several reports from one officer have been completed, he con
ducts a case conference with the officer. The purpose of this 
conference is two fold. First, content of the report is re
viewed and the lbport R3£erence Form is discussed with the 
officer. This serves as a feedback mechanism and provides 
the PPO II with the opportunity to conduct in-service training 
with. his officers, Second, the program plan and recommendation 
for sentenc0 are discussed between the officer and PPO II and a 
consensus of their opinions is drawn up. 

9. Final Reyort 

Any revisions in thD report content are made when the final 
copy of the report is typed. The report form is set up in 

.uch a way that individual sections can be completely changed 

.ithout necessitating a re-typing of the entire report. 

The program plan and recommendation are typed as part of the 
final copy of the report. 

10. Report submitted to Officer 

After the final copy of the report is typed, it is submitted 
to the officer for review. After approval, he signs the ie
port and submits it to the PPO II. 

11. Report submitted·to PPO II 

Upon review and final approval of the report, the PPO II signs 
it and submits it to the appropriate judge. 

12. Judicial review 

The judge is to receive the report at least one full week prior 
to the sentencLlg date. Thi~ is to provide him the opportuni ty 
to review there-port and to reques t addi tiona1 information if he 
is not satisfied with the existing report without upsetting the 
calendared sentencing date. Furthermorc, it provides ample 
opportuni 1..y for the defense counsel t'o revic,,, the report as 

l _pecified to Stute v. Kunz (55" N.J. 128), 
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(n the event the judge does not feel the report contains 
adequate information to sentence the defendant, or if clarifi
cation of a point is needed, he returns the report to the 
investigative unit supervisor with written in~tructions for 
f(}Vision. The PPO II meets with' the investigating officer and 
convey~ the judge's memo to him. The reqtlired revisions now 
ha.Vd_ pl'iority over other a.ssig.!~ments th.e officer may have. 
'the report 15 revised as soon as possfnle and submi tted to the 
PPO II for· approval. If the judge's instructions have been 
satisfied. the PPO II delivers the report to the judge immediat~ly. 

13. Distribution of Report 

Upon judiCial approval of the report, copies are made and dis
tributed in accordance with State v. Kunz and c~unty policy. 

14. Case disposed 

• 

'. . ....... _ ........... =.=== 

E 
I 

f 

I 
t , 
I 

t , 
~ 

! 
.\ 

I 



' .. (e: '.' 

te 

" . 

." . ~ 

. . . . 
• • • j . . .. • •• 0° : ... ' • 

.; 

FLOHCHART OF 
MODEL I~VESTIGATIVE PROCESS 

I • 

I • 

• ........ .... • f "';" • 
.. .' ,.' .f 

! 
[ 
t 
t 
! 
I· 
l , 
• 



..... ~ 

~ .... ~,c <'" ... <;.~ '''' .• '-.. ~'" ....... _ ... ~ ........ "~. ~'~"_'" "~.-4.-. ....."...--.. __ ><_"',..._.~." . ....,." ...... ~._4>." .................. ~,~ ........ 

~-."" -- --~ ~~---....~.---.. . ---... _ ....... __ r"""""'"~'_~ __ " ___ "- .. 

.. 

8 '------'--r--'---' 
-." 

Yes 

0) o 

'-' 
No 

Q 

~Gj) 

• 

. , 

C:lse 
Case 

Con:.rol sy.c.t 
iniriElt"d 

for 
l'PO II 

Assigned to ~ 
Ir .. 'J'c!:t!ga::ing I .. IIntervieQ 

~ 
I::l 
L?--J 

Officer 

Individual H Intllke 
received by _ Intervie~ 
receptionist (IllV) 

l 

.. 

e 

~"ntrol 
Syatem for 
1'1'0 II initi-

ated 

1 

Invest:1Z3tor 

Caoe ascigned 
,rt----P! to 1nves1:i

gz.t!ng offi
cer 

" 

-CJ 
" 

,-

e 



~ 

(3J 

'. 

'. 

. '. 

G) 

.' 

: Infor"..2.tion 
Cathedng 

ri 
Haec violt:; 
Viet1: visit 
E=ploy. villi 
School visit 
Office< vidt 

:e 
-" 

. .. , ....... " ,,: " ... '. --_ .. 

'. 

-;.. .... _---.. -_ ... < .. 

(0 0 

.~ 

Correlation ~ePtlrntion 
o~ of initinl 

Info~Btion draft of to-
",( 

I 
It 

Officer ntt&o~ts 
to Eilthcr 1n
for=tion tho. 
hilll not been 

returned 

.' 

C0 

~OI-._ .. 

.' 

(0 
Report to 

~pro II for 
rcvlu\J 

e 
'-, 

• , ............... 1:"-" .t.>o''''-___ .......... .:;l,i,-''4...-.-..-..-.....," ~.~,..,.:: ............. < ... "'~ ... "" ".:;l<,~l .... __ ~_~~ ..... _,-'! ......... _""..~ ..... "' ... _ ""' ..... -If"" > 

.. .. ~ .. . -

(0 
Cooa 

Con!crc:\ce 
"ieh pro II 

" 

o 
'C:J 

" 

~ .: 

• 

" 



: I 
~ , 

,~ 

, 
1 
1 , 
I 
! 
t 
1 
j 

J 
i 
j 

! 
1 

1 
i 

I 
1 
1 

I 
I 
I 
1 
1 
f 

:' 

" '" >-

@ 

,' ... ". .. .. ~' .. ..... 

" 

• I " 

... '" " " " ., "' .... " > 
p: '. p: 

" u ... 
Qa,.... 
::~HO 

r5~o~ 
"c.. 
0'. 
0"" 

o~ il 
... ... 0 .... ""'~ "':J;t;uO 
:.J C) e 
e:::ea " ......... "'0'" :J ~ C 
;::J1.I ..... 

® 

" 

E) 

, " e ", 

" ,j 

I' 

., 
. , ," 

--,,' 



i 

. . 
< 

i I 
II 
I 

: 

I 

{ 
I 
I , 
!-. 

:j 
• 

I' 

" 
. '. 

" 
.) 

.. 

• l 

. . 



.. r .. ····L 

•... 

r 
I 

I 

I 

I 

r 

I 

I 




