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 WARRANTS/CRIMINAL SUMMONS 
 
I. WARRANTS 
 
1. “Original” warrants received from any court are to be maintained at Glens Falls Police 
Headquarters in the warrant file and will be available 24 hours a day.  
 
2.  All warrants, no matter how they are received, are to have a warrant jacket completed.  
Each jacket is to contain the original warrant. 
 
3.  The A-line OIC in most instances will enter all warrants into the RMS software, thereby 
creating a permanent record and assigning each warrant a unique control number.  The OIC, at 
minimum will include the warrant type, defendants name, all pedigree information available, 
blotter and/or case number, issuing court and judge, officer assigned and charges in the 
warrant entry. The OIC will record the defendants name, officer assigned and warrant number 
and will complete lines 1-3 on the warrant jacket. The OIC shall then send an e-mail to all 
department members advising members of new warrant(s) and assigned officers. 
 
4.  Warrants are to be executed only when the original warrant is on file at Glens Falls Police 
Headquarters. It is each individual officer’s responsibility to verify the warrant is in fact on file 
when executing warrants. 
 
5.  Any member applying to court for a warrant shall complete a Glens Falls City Court Face 
Sheet, attach a copy of the information/complaint, and submit it to the OIC prior to the end of 
shift.  
 
6.  Upon the execution of any warrant, the OIC is to be notified.  The OIC must make sure the 
warrant has been cancelled in RMS Software and Ejustice. The warrant cancellation notice and 
the warrant jacket shall then be placed in the file cabinet for executed and canceled warrants. 
The OIC shall complete lines 7 and 9 on the warrant jacket. 
 
7.  Upon the execution of any warrant, the arresting officer shall complete line 5 the warrant 
control jacket.  
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8.  In those cases where a warrant is to be obtained and executed all in the same day, the OIC 
shall enter the warrant into the RMS software as provided in step 3, however, the warrant will 
not need to be entered in Ejustice or e-mail notification sent to the officer. 
 
9.  All warrants, except other law enforcement agency warrants, are to be entered in Ejustice as 
a wanted entry.  Violations and misdemeanors will use Extradition Code “G” for extradition 
within State Police Troop G, plus any county adjacent to Warren County.  All C, D, and E felonies 
will use Extradition Cody “Y” for extradition anywhere within New York State.  All A and B 
felonies use Extradition Code “Z” for extradition throughout New York State and Outside the 
State.  Extradition outside of New York State will be at the discretion of the Office of the District 
Attorney.  Family Court warrants are to be entered as extradition code “G” for extradition 
within State Police Troop G, plus any county adjacent to Warren County. 
 
10.  Whenever a warrant is obtained directly from a justice, a copy shall be forwarded to the 
court of jurisdiction.  Court clerks need to be kept informed of all active warrants in their 
respective courts. 
 
11.  Whenever a warrant is being recalled or otherwise changed or amended, the issuing court 
must provide notice to the police department.  Glens Falls City Court will call the on-duty OIC 
and fax a cancellation notice to the Glens Falls Police Department fax. All such records are to be 
filed with the original warrant. The original warrant shall be returned to court. 
 
II. OTHER AGENCY WARRANTS 
 
1.  Warrants received from other agencies are maintained in a separate file at Glens Falls Police 
Headquarters. 
 
2.  No warrant from the other agency on file with Glens Falls Police Department shall be 
executed without first verifying its status with the originating agency. 
 
3.  Upon executing any other agency warrant, the OIC shall be notified.  Upon notification, the 
OIC shall ensure all copies and the original warrant are returned to the originating agency.  The 
OIC shall also be responsible for coordinating the activity of the officer with respect to the 
arrest disposition, arraignment, transport, etc. 
 
III. INDVIDUAL WARRANT ASSIGNMENT 
 
1.  Warrants are to be assigned to the officer who requested the warrant.  In each case, the 
officer’s name will be recorded in the warrant module and on the warrant jacket. The OIC will 
send an e-mail to the officer advising him of the assignment. 
 



GLENS FALLS POLICE DEPARTMENT Version #: 1 

Title: 8.12 Warrants and Criminal Summons 

 

Expiration Date: 03/03/2022  Page 3 of 5  

2.   All action taken with respect to the warrant, such as attempts to execute, change of 
addresses, dates, and times shall be recorded in the warrant activity section in the RMS 
software. 
 
3.  When a copy of any warrant is given to another agency, the officer releasing the copy shall 
make a record in the warrant activity section, with the date, time, agency receiving the warrant 
and who received the warrant.  If the warrant is delivered by facsimile then the fax cover sheet 
should be placed in the warrant jacket in addition to recording the information in the warrant 
activity. 
 
4.  Once an individual officer has been assigned responsibility for a warrant, they shall continue 
to have responsibility until either the warrant is executed by them or another person or the 
warrant is recalled by the court. 
 
5. At minimum, the officer assigned shall make an entry in the warrant activity section of the 
warrant module once per month. The officer will record what investigative steps they may have 
taken to locate the defendant and execute the warrant. 
 
6.  When an officer executes a warrant they shall process the arrested person in accordance 
with agency procedures, provide the defendant with a copy of any court paperwork issued by 
the arraigning judge and when applicable, return the signed warrant.  The arresting officer shall 
complete line 5 on the warrant jacket and in all cases the OIC shall be notified so the 
appropriate entries can be made in the computer system to cancel the warrant. 
 
7.  In any case where a warrant no longer becomes an individual officer’s responsibility, the OIC 
will re-assign the warrant in the RMS software and make the appropriate notation on the 
warrant jacket. 
 
8.  When a warrant is executed by a person other than the individually assigned officer, the OIC 
shall make certain the assigned officer is notified as soon as possible to guard against a second 
arrest for the same warrant. 
 
IV. SUPERIOR COURT WARRANTS 
 
The New York State Criminal Procedure Law and the New York State Correction Law provide for 
the incarceration of certain persons in a county facility without a commitment. 
 
When arresting a person on a bench warrant or a warrant of arrest which has been issued by a 
supreme or county court, the law provides that person must be brought before the court.  The 
amendment provides that “if such superior court is not available, the executing police officer 
may bring the defendant to the local correctional facility of the county in which such superior 
court sits, to be detained there until not later than the commencement of the next session of 
such court occurring on the next business day.” 
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Warren County has developed a policy which will facilitate the recognition of a situation in 
which the above procedure may be used.  Warrants issued by a superior court judge in Warren 
County under these guidelines will have TWO key identifiers.  They are: 
 
1.  The bench warrant OR warrant of arrest MUST be signed by one of the two superior court 
judges – Supreme Court or County Court. 
 
2.  The warrant must have this statement on it.  If such superior court is not available, the 
executing police officer may bring the defendant to the local correctional facility of the county 
in which such superior court sits, to be detained there until not later than the commencement 
of the next session of such court occurring on the next business day. 
 
 Family Court warrants are not considered superior court warrants for this section, and all such 
warrants should, whenever possible, be executed when Family Court is in session or will be in 
session in the following 24-hour period.  There may be exceptions to this general rule, and 
patrol supervisors will need to evaluate each Family court warrant on a case-by-case basis. 
 
V. CRIMINAL SUMMONS 
 
1. “Original” Criminal Summons are to be maintained at headquarters in the warrant file.  
 
2.  All Criminal Summons’, no matter how they are received, are to have a warrant jacket 
completed.  Each jacket is to contain the original summons. 
 
3.  The A-line OIC in most instances will enter all summons into the RMS software, thereby 
creating a permanent record and assigning each summons a unique control number.  The OIC at 
minimum will include the warrant type, defendants name, all pedigree information available, 
blotter and/or case number, issuing court and judge, officer assigned and charges, in the 
warrant entry. OIC will record the individuals name on the warrant jacket, officer assigned, and 
will complete lines 1-3 on the warrant jacket. The OIC shall then send an e-mail to all 
department members advising members of new summon(s) and officer assigned. 
 
4.  Any member applying to a court for a summons shall complete a Glens Falls City Court Face 
Sheet, attach a copy of the information/complaint, and submit it to the OIC prior to the end of 
shift.  
 
5.  Upon the execution of any summons, the OIC is to be notified.  The OIC must make sure the 
summons has been cancelled in the RMS Software. The warrant jacket shall then be placed in 
the file cabinet for executed and canceled warrants. 
 
6.  Upon the execution of any summons, the arresting officer shall complete line 5 the warrant 
control jacket.  
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7.  In those cases where a summons is to be obtained and executed all in the same day, the OIC 
shall enter the summons into the RMS software as provided in step 3, however the OIC will not 
need to notify the officer by e-mail. 
 
VI. INDVIDUAL CRIMINAL SUMMONS ASSIGNMENT 
 
1.  Criminal Summons’ are to be assigned to the officer who requested the summons.  In each 
case, the officer’s name will be recorded in the warrant module and on the warrant jacket. The 
OIC will send an e-mail to the officer advising him of the assignment. 
 
2.   All action taken with respect to the summons, such as attempts to execute, change of 
addresses, dates, and times shall be recorded in the warrant activity section in the RMS 
software. 
 
3.  Once an individual officer has been assigned responsibility for a summons, they shall 
continue to have responsibility until either the summons is served by themselves or another 
person; the summons is recalled by the court. 
 
4. Criminal Summons’ issued by Glens Falls City Court are valid for a set period of time. The 
Officer assigned shall make every effort to serve a Criminal Summons prior to the summons 
expiring. The Officer assigned who is unable to serve a Criminal Summons on a defendant prior 
to such summons expiring shall forward the original summons to City Court explaining why it 
could not be served. All attempts to serve a Criminal Summons shall be recorded in warrant 
activity in the RMS software. The Officer returning a Criminal Summons to City Court shall 
either request another summons or a warrant for arrest. Officer shall request a warrant of 
arrest after two criminal summonses for the same defendant and charge have been issued by 
city court but not served. 
 
6.  When an officer serves a summons, they shall give a copy of the summons to the person, 
complete the affidavit of service and forward it to court.  The arresting officer shall complete 
line 5 on the warrant jacket and in all cases the OIC shall be notified so the appropriate entries 
can be made in the computer system to cancel the summons. 
 
7.  In any case where a summons no longer becomes an individual officer’s responsibility, the 
OIC will re-assign the summons in the RMS software and make the appropriate notation on the 
warrant jacket. 
 
Authority: 

 
Joseph Boisclair 
Chief of Police 


