
Kansas Adult Disposition Report (KADR)

Detailed Instructions for Filling out the KBI Form CCH-5
The Kansas Adult Disposition Report (KADR) form (KBI Form CCH-5) must be completed by typing or clearly printing all information in black or blue-black ink.  Pencil entries are not acceptable.  The following directions refer to the circled numbers on the example illustration attached at the end of these instructions.

Any codes or abbreviations used in completing the form must be in accordance with the KBI codes and abbreviations listed here in these instructions and in the NCIC Code Manual.  The complete list of codes and abbreviations for all data fields used in criminal justice data transmission in Kansas are found in the Kansas Criminal Justice Information Systems (KCJIS) Data Element Dictionary (DED).  The DED is available on-line at the KCJIS web site (https://www.kcjis.state.ks.us/)
Remember, entries 1 through 8, 22 through 28 and 52 are intended to be completed by the law enforcement agency.  Entries 9 through 21, 22a through 28a, and 29 through 51 are completed by the county/district attorney or municipal court.
Subject & Offense Data:

1. Last Name, First Name, Middle Name: In the order listed on the KADR, enter all elements of the subject’s full legal name.  If the subject has no middle name, leave the middle name field blank. (Do not use None, NMI or NMN or this will become part of the subject’s permanent master record.)  Add any suffixes after the middle name. This information should be exactly the same as it appears on the arrest fingerprint card. For example:



Sample    Steven       Duane    Jr
            
Gedney   Francisco                 III    (no middle name)


Wrench  Allen          D 

      (middle initial but no middle name)

2. Date of Birth: Enter as MM/DD/CCYY.  Be sure that the month and day entries are not transposed.  For example:

01/04/1958 = January 04, 1958
3. Sex:  Either M (male) or F (female).

4. Race: Use one of the following one-character codes:

A  
Asian/Pacific Islander

W
White

 

B
Black



U
Unknown


I
American Indian or Alaskan Native



5. SSN:  Social Security Account Number.  If possible, verify this entry with the social security number entered on the arrest fingerprint card.

6. Arresting Agency ORI and Agency Name:  Record the NCIC originating agency identification number (ORI) and arresting agency’s name. This entry must match the ORI of the arresting agency recorded on the fingerprint card created at booking. 
7. Date of Arrest:  Enter as MM/DD/CCYY.  Be sure that the month and day entries are not transposed.  If the KADR is reporting a prosecution that originated by summons and the offender was not arrested, then enter Summons in this block as well as the date the summons was issued.
8. Agency Case #: Enter the arresting agency’s criminal case number.  In the case of a summons, enter N/A in this block.

9. Juvenile Waived to Adult (date): Complete only if the subject was less than 18 years of age at the time of the offense and is being processed as if he/she were an adult, as opposed to processing through juvenile court.  The entry is the date, MM/DD/CCYY, on which the decision was made to process the juvenile as an adult.

Prosecutor’s Actions:
10. Prosecutor ORI:  Record the prosecuting agency’s NCIC originating agency identification number (ORI).

11. Date of Filing or Declination:  The date, MM/DD/CCYY, should reflect:

· the original filing of the case in court, even if that date precedes the arrest, or  

· the date the KADR is being submitted for a prosecution following an unsuccessful diversion.  Enter the date of the filing in court for the original charges, or

· the date the prosecutor declines to file any of the charges.  Enter the date of that decision.

Court Filings: 

12. Case Filed: If the case is filed in court, simply check the “Y” block and complete blocks 13 and 14. If the prosecutor declines to file the case, simply place a check mark in the “N” box. If the case has been declined you can skip to the signature block 51.
13. Court Case #:  Enter the criminal case number assigned by the court, even if the charges are later dismissed.  

If there are additional, separate court cases from the charges, additional KADRs will be prepared; one for each individual court case. Each separate KADR will still use the same transaction number.
14. Court ORI:  Record the court’s NCIC originating agency identification number (ORI).

Diversion:  Complete blocks 15 and 16 only when the charges are disposed of through diversion.  At the beginning of the diversion, the first copy of the KADR is sent to the Central Repository.  

If the diversion is successful, no further reporting is required; the Central Repository will presume successful completion of diversions unless otherwise notified.  

15. Date Diverted: Enter the date the offender entered diversion, using the format MM/DD/CCYY.  Complete the other appropriate portions of the KADR, then send the first copy of the KADR to the Central Repository and keep the second and third copies.

16. Length: Enter the number of months of the diversion period.  If the diversion is later submitted for revocation and the diversion is extended beyond the original term, do not change this entry.  Record the extended diversion in block 50, Remarks
Blocks 17 and 18 are for diversions that are terminated before completion of the entire term.  

· If the offender has violated the conditions of diversion and the decision is made to prosecute the original charges, do not send any additional portion of the KADR (the first copy had been sent at the beginning of the diversion) to the Central Repository.  After prosecution, enter the court findings and sentences in the dispositional sections, and then submit the second copy to the Central Repository to report the final disposition for the case.

· If the offender has violated the conditions of diversion and the decision is made to return the offender to diversion, nothing is done to the KADR, and no submissions are made to the Central Repository unless the diversion is extended.  If that is the case, the second copy of the KADR will be submitted to the Central Repository with the new diversion completion date indicated in block 50 (Remarks) and the court disposition code 26 in block 29.
19. Date Diversion Revoked: This block is used only for diversion failures.  Enter the date that the diversion is terminated without reinstatement.  Use the format MM/DD/CCYY.  Enter the disposition code 27 in block 29. Send the second copy of the KADR to the Central Repository AFTER the court disposition of the re-filed charges results has been determined.

20. Date Early Termination:  If the diversion is successfully ended prior to the original term, and the subject is released early, enter in block 18 the date of that release using the format MM/DD/CCYY.  Submit the second copy to the Central Repository (remember that the first copy had been sent at the beginning of the diversion).

Case Dismissal:  If the case is filed in court and dismissed prior to final court findings of guilt or innocence, complete blocks 19 through 21.

19.
Date Dismissed:  Enter the date (MM/DD/CCYY) that the official action was taken and approved to dismiss the case.

20. Dismissed by:  Check the appropriate box to indicate if the prosecutor or the court were the authority responsible for determining dismissal of the case.

1.  Dismissed:  Check the appropriate box to indicate whether the case was dismissed with prejudice or without prejudice.
Filed/Amended Charges:  This section consists of two portions; first, the numbered lines are to record offenses for which the subject was arrested/processed by the law enforcement agency which initiated the action.  The second part consists of lines with alphanumeric designators that reflect any amendments made by the prosecutor to the original charges.  The entries in this second section permit each original charge to be tracked from arrest through prosecution to final disposition.  Blocks 22 through 28 are completed by the law enforcement agency that initiates the KADR form.  The corresponding blocks below these lines are completed by the prosecutor:

22. K.S.A. (Title-Section, Subsections):  The proper statute violation citation is to be entered here, with the appropriate subsection(s) necessary to identify the exact offense.  The Kansas Criminal Justice Information System (KCJIS) publishes a standard statute file that lists all current and historical statute citations for reportable offenses as well as unclassified misdemeanors and infractions.  Disposition Reports as well as all other records and reports sent to the KBI must be compliant with the KCJIS statute file.

If the offense is a municipal ordinance or country resolution and you are unsure of how to complete this entry, leave it blank. Instead, enter the literal description of the offense in block 26, Description.  The Central Repository will then select the statute that most closely describes the offense.
23. F/M:  Enter either F (felony) or M (misdemeanor).  This entry is especially important when reporting offenses which can be either felonies or misdemeanors.
24. A/C/S: To modify the charge, enter A for attempt, C for conspiracy or S for solicitation.  If not applicable, leave this block blank.
25. Firearm Used:  Enter either Y (yes) or N (no) to indicate whether or not the subject was in possession of a firearm at the time of the commission of each offense.  Refer to K.S.A. 21-4204 for further definition.
26. DV:  Enter either Y (yes) or N (no) to indicate whether or not the offense was Domestic Violence related.  Refer to K.S.A. 21-2517 for further definition.
27. Description:  Enter the abbreviated literal as found in the KCJIS statute file. If the offense is a municipal ordinance or county resolution, enter the literal description of the offense here.  Include enough detail to permit the Central Repository to determine a general chapter-section citation.
28. Counts:  Enter the number of instances of the charge for which the subject was processed.
22a through 28a.
Filed/Amended Charges as recorded by the prosecutor. 

If the prosecutor amends one or more of the arrest charges before filing with the court, or if the charges are amended after filing, or if the offender is found guilty of a lesser charge, the lines underneath the affected charge for which the subject was arrested are used to record the amendments.  Use the line under the specific original charge that was changed.  

In the event that the original charge is amended by the prosecutor and then the court finds the subject guilty of a lesser charge, note the final amendment (the court finding) under the original charge (the arrest charge). The first amendment (the prosecutor’s filing) will not appear on the final disposition.

New charges (not on the original arrest) can be entered on the remaining blank “A” lines to report their final dispositions.
Charge Disposition:  This column is used only if the case is filed in court.  If the entire case is disposed of through declination, diversion or court dismissal, then this section would have no entries.  
When entering dispositional data, ensure that the entries are on the same line as the charge prosecuted in court. That would be either the original charge as entered by the law enforcement agency or the amended charge entered by the prosecutor underneath the original charge.

29. Disposition:  This entry records the disposition of every charge, either by the court or by the prosecutor.  Use the appropriate code:

01
Convicted.

02
Guilty of lesser or included offense.

03 Guilty of charge as amended by prosecution.

04 Guilty of charge as amended by court.

10 Acquitted.

20 Diversion pending.
21 Diversion successfully completed.

22 Dismissed with prejudice.

23 Dismissed without prejudice.

24 Dismissed by alternative charging.

25 Probation without verdict.

26 Diversion period extended.

27 Diversion revoked and charges reinstated.

28 Dismissed.
30 Guilty but mentally ill.

31 Not guilty by reason of insanity.

32 Not competent to stand trial.

33 Released to Larned State Hospital.
41 Forfeiture of bond (conviction).

42 Forfeiture of bond; bench warrant issued.

43 Probation terminated. 

44 Probation revoked.

50
Reversed.

51
Reversed and remanded.

52
Mistrial – Not refiled. 

60 Prosecutor declined to prosecute.

61 Charges filed; later withdrawn by prosecutor.

62 Case transferred to Civil Court.

63 Change of venue.

64 Charge filed by prosecutor.

65 Charge amended by prosecutor.

66 Charge added by prosecutor.

67 Handled in another jurisdiction.

Pre-Trial:  This section reflects the subject’s status following arrest/booking/initial contact. 

30. Pre-Trial Status:  Use the appropriate code:

1 Not released from custody

2 Released, own recognizance

3 Released, private bond

4 Released, professional bond

5 Released to third party

6 Court-ordered release

7 Other release

N/A  
For reporting summons actions, when pre-trial custody is                            not an issue.

31. Bond Amount:  Use whole dollar entries.

Court Dates:  This section provides the basic court dates and actions.

32. 
Date of Judgement: Enter the date on which the subject was either convicted, acquitted or the case was dismissed.
33.
Date of Sentencing:  Enter the date on which the court pronounced sentence.    

Probation Revocation:  This section is used when formal action is taken to consider termination of probation.  The transaction number (recorded in the upper left-hand block of the form) from the original KADR which reported the court disposition which resulted in the probation is the number to be recorded on this form.  It is important that the revocation action be tied to the original disposition through use of the same (the first) transaction number.  This can be accomplished either by:

· submitting the “second copy” of the original KADR.  The first copy should have been submitted for the original disposition.

· Submitting a photocopy of the original KADR.

· submitting the first copy of a new KADR if the original KADR is not available to report this new action.  In this case, use an unnumbered KADR and enter the original transaction number at the top of the KADR next to the heading Transaction No.   

34.
Date of Hearing:  Enter the date of the court hearing.  Use the format MM/DD/CCYY.

35.
Disposition:  Enter one of the following codes:



1
Probation continues



2
Probation modified



3
Probation revoked – Remanded to DOC/jail

4 Probation revoked – Original Sentence re-imposed

5 Probation terminated – Sentence not re-imposed.

6 Probation revoked and reinstated.

36.  New Date of Expiration:  Enter the date as MM/DD/CCYY.

37. Facility: (Use when code 3 or 4 is entered in block 35, above)  If the action results in revocation and incarceration, enter one of the following codes to indicate where the imprisonment is to be served:

1
DOC

3
County/city jail

9
Unknown

Prison:   If the subject was sentenced to custody of the Kansas Department of Corrections, this section records the event.  

38. Aggregate Sentence:  Enter the “controlling aggregate term;” the number of months the subject is sentenced to serve under control of the Department of Corrections.  This number will reflect the court’s sentence to confinement whether or not the subject is given probation.  Recording this data is important in case the subject’s probation is later revoked. 

If the sentence to confinement is to be served in county or city jail, leave this block blank and use block 41.  

The court may include confinement in county jail not to exceed 30 days as a condition of probation or community corrections.  In that case, entries may be made in blocks 41, 42 and 43.

39. Life Imprisonment:  If the subject is sentenced under the rules for Hard 20, 25 or 50, check the appropriate box.

40. Death Sentence:  If the subject is sentenced to death, check this box.

City/County Jail:   If the subject was sentenced to a term of custody in the city or county jail, this section records the event.  The court may include confinement in county jail as a condition of probation.  In that case, entries may be made in blocks 41, 42 and 43.

41. Time to be Served: Enter, in the appropriate blocks, the number of months &/or days of confinement adjudged.  If the sentence to confinement is to be served only in prison, under control of DOC, leave this block blank and use block 38.

Probation:   If the subject was sentenced to a term of probation, enter the following:
42. Probation Period:  Enter the number of months of any sentenced probation.

43. Underlying Prison/Jail Term:  Enter the number of months of confinement adjudged with the probation.  This number represents the term of confinement to which the subject is liable if the probation is revoked.

Post-Release:   This captures the court’s sentence to supervision after release from prison confinement.

44.
Post Release Supervision:  Enter the number of months.

Programs:   In block 45 select as many as necessary to reflect the sentence of the court.  If there is a unique program to which the subject is sentenced, enter a brief description in line 46. Additional programs or requirements can be listed in block 50 remarks.
Fines & Costs:  Only fines, restitutions and KBI lab fees are reportable.  Do not report court costs or other administrative fees imposed on the subject.

47.
 Total Fines:  Enter the total amount fined, for all charges.  The individual fines assessed for each charge are not reported, just the total of all.  Use whole dollars.

48.
Total Restitution:  Enter the total amount of restitution ordered by the court. Use whole dollars.

49.
KBI Lab Fee:  Enter the total amount the court orders the subject to pay to the KBI for forensics laboratory work done on the evidence of the case being disposed.  Use whole dollars.

Remarks:  Block 50 permits the submitting prosecutor to record issues, clarify other entries or note data important to understanding the prosecution and/or disposition of the case which are not otherwise apparent in the rest of the form. 

· Diversions which are extended beyond the original term will be noted in this block.  Enter the number of months added to the diversion, using a short explanation such as:  On MM/DD/CCYY, diversion extended 6 months. New termination date MM/DD/CCYY.  
· Additional KADR forms:  If there are more than 7 filed charges, note that a continuation form is attached.  Then use as many additional, unnumbered KADR as necessary.  Be sure to enter the numbered form’s transaction number onto each unnumbered KADR so that all KADR can be accounted for at the Central Repository.

· Any other explanatory notes that would assist the Central Repository staff in processing the report.  Since the KADR and these instructions can’t cover all possible variations in the disposition process, remarks are appreciated when clarifying the submission.

Authentication and Verification:  In all cases these entries must be completed before submission.

51. Submitting Agency and Signature:  Enter the identification of the submitting agency and the person authorized by that agency to approve the accuracy and completeness of the information.  This section should never be completed by the booking station or the arresting agency. This person may be the prosecutor, prosecutor’s office manager or another designee at the discretion of the prosecutor. Include the phone number for that person so that the Central Repository can contact the designated person with any questions that may arise.
The Submitting Agency entry is in plain text; do not enter the ORI.  

The Date is the date the form is signed and submitted.
52.        Left and Right Index Fingers:  The arresting agency should have collected the subject’s index fingerprints or noted substitutions at the time of booking.  In cases of prosecution originating with a summons, these prints are to be obtained at the time that the arrest fingerprint card is completed. In such cases where the offender is not processed by arrest/booking, then the court is responsible for ensuring that fingerprints and KADR index fingerprinting is accomplished. These prints are used at the Central Repository to positively identify the individual being reported and to positively tie the prosecution and court to the arrest event.  These prints do not substitute for the ten print fingerprinting requirements.
If the subject has an amputated or bandaged index finger, substitute the thumb of that hand and note this (for example: “left thumb substituted for bandaged index finger”) under the print.  The order of substitution for the index finger is thumb, middle finger, ring finger, little finger.

[image: image1.png]K e eort | IHIID LI L EATAN AR
DISPOSITION REPORT

s o 300010942101
Last Name @ First Name

‘Arresting Agency ORI

Middle Name Date of Birth

)

Date of Arrest

@

‘Arésting Agency Name

O)

Agency Case # Juvenile Waived to Adult

(date) @

Subject &
Offense Data

Prosecutor ORI Case Filed Court Case # Date Diverted Date Diversion Revoked [l Date Case Dismissed
o YA2)n < K
s2 8 €
38 o bl Dismissed By Dismissed

B - - H -
§ B Date of Filing or Declination Court ORI H Length Date Early Termination e Pros With PreYfee
& 4

Mos. o Cour Without Prejudice

Arrested/Filed/Amended Charges gi":p’gsem on
K.S.A /é Firearm Description
Tile-Section Subsections s | usea |V

e
o
®®
®

@

PR Fro-Trial Siatus Bond Amount Dats of Judgement Date of Sentencing PEY Octe of Hearing Disposition New Date of Explration | Faoillty
{ & e
g $ 38 ]
o
Aggregate Sentence | Life Imprisonment Death ERl virne to be Served [l Frovation Period | Underlying Prison/dail Term I Post Release
39 Sentence [ £ [ superyision
@ Hard Hard Hard e H @ a3 3
Mos. 20 25 50 z v pays N Mos. Mos: Days R N wos
P = R Total Restitut K8I Lab Fee
£ House Arrest Alcohol / Drug Evat DV Assessment Conservation Camp Commit to State Hospital [z nes on a
> 45 23
g O . £°
IS Community Cort Alcohol / Drug Edu Work Refease Other (Specify)__~—" i [ $ $

Remarks:

@ SIGNATURE OF SUBMITTING OFFICIAL
NAME AND TITLE OF SUBMITTING OFFICIAL TELEPHONE NUMBER
SUBMITTING AGENCY DATE

LEFT INDEX FINGER RIGHT INDEX FINGER

KBI Form CCH-5- (Rev. 4/11)
_— (Replaces KBI Form CCH-4, which is obsolste)





PAGE  
May 2011

Kansas Adult Disposition Report  


      Page 3 of 11

