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PURPOSE 
 
The purpose of this policy is to establish guidelines for the registration of sex offenders, murderers, and 
violent offenders against youths in compliance with the State of Illinois Sex Offender Registration Act and 
the Illinois Murderer and Violent Offender Against Youths Registration Act.   
 
POLICY STATEMENT 
 
It is the policy of the department to comply with the requirements of the Illinois Registration Acts, which 
includes sex offenders, murderers, and violent offenders against youths. The department shall maintain 
familiarity with registered offenders residing within the city of Elgin to ensure accurate reporting of 
information to organizations that have authorized accessibility to offender registration information.  
 
DEFINTIONS 
 
Law Enforcement Agencies Database Systems (LEADS): A shared central computer system where 
participating law enforcement agencies pool information to share records with other participating agencies. 
 
Offender Watch Database: A national sex offender management and community notification tool used by 
participating law enforcement agencies to input and share sex offender registration information with other 
participating agencies.   
 
Registrant: Individual who is required by law to register their place of residence with the police department 
pursuant to the provisions stated in the State of Illinois Sex Offender Registration Act and the Illinois 
Murderer and Violent Offender Against Youths Registration Act. 
 
PROCEDURES 
 
42.3.1 RESPONSIBILITIES  
 
The department shall ensure the proper registration is maintained and remain cognizant of where registered 
offenders reside within the city. When officers make contact with registered offenders, steps should be 
taken to verify the offender’s current address and take appropriate enforcement action if the individual is in 
violation of the State of Illinois Sex Offender Registration Act and the Illinois Murderer and Violent Offender 
Against Youths Registration Act. If the individual is not in violation, the officer shall provide the information 
to the Emergency Communications Division and a telecommunicator will update the individual’s Law 
Enforcement Agencies Database Systems, hereinafter referred to as LEADS, record.   
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The following organizational components within the department have additional responsibilities: 
 
A. Information Desk 
 
 1. Initial Contact with a Registrant 
 

a. Determine if the registrant is a new or existing registrant and request a photo 
identification card to verify the identity of the registrant. 

 
b. Input the registrant’s name into LEADS to view the type of registration required, 

whether a warrant(s) exists for the registrant and to verify the last registration date 
to determine whether the registrant is compliant.   

 
c. Contact the Emergency Communications Division to request a full criminal history 

check for registrants who are completing the registration process for the first time 
and for those who have registered in another jurisdiction but are new to registering 
in Elgin. 

   
 2. Returning Registrant 
  

a. For returning registrants, the information provided in the Offender Watch database, 
which is electronically accessible to employees assigned to the police 
department’s information desk using the Offender Watch icon, and the respective 
global jacket within the police department’s records management system shall be 
reviewed. The appropriate updates shall be made to the police records 
management system and the Offender Watch database.   

 
1. Updates made to the police records management system can be made by 

conducting a global subject search of the registrant’s name. Once the in-
taking employee confirms the registrant’s jacket in the records 
management system, the appropriate information fields shall be updated.  

 
2. Updates made to the Offender Watch database can be made by 

conducting a search of the registrant’s name and upon confirmation of the 
correct profile, the in-taking employee shall update the appropriate 
information fields.   

 
b. Ensure completion of the appropriate registration forms to include signatures and 

verify the accuracy of the information provided by the registrant. To view the 
applicable forms, refer to Appendix A, B, C, D, E and F.  All registration forms are 
available in PowerDMS.   

 
1. Registrants that do not reside in the city of Elgin, but are attending an 

educational institute in Elgin, are required to complete the appropriate 
Higher Education Form.   

 
2. Registrants who are unhoused are required to submit the Unhoused 

Registrant’s Weekly Registration form.   
 

3. The registrant shall be provided with a copy of the completed forms and 
reminded of the next registration date. 

 
4. The in-taking employee shall follow all applicable instructions on the 

respective registration forms.   
 
c. Photographs shall be updated on an annual basis. A review of the registrant’s 

global jacket to determine if an updated photograph is needed shall be conducted. 
The below photographs shall be taken and uploaded to the registrant’s global 
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jacket and Offender Watch database profile.  The images shall be titled using the 
date on which they were taken.   

  
1. Front view head shot. 

 
 2. Left side view head shot. 
 
 3. Tattoos where they are easily visible. 

 
3. New Registrant  
  

a. When information on the registrant is not available in the Offender Watch database 
or the police department’s records management system, the individual may be new 
to registering within Elgin.   

 
b. The in-taking employee shall create a global jacket in the department’s records 

management system, along with a career criminal entry to flag the individual as an 
offender registrant. Information shall be included that pertains to the registrant’s 
vehicle, tattoos, employment, school, etc.   

 
c. A new profile shall also be created within the Offender Watch database.   
 

1. The in-taking employee shall ensure the correct risk/class type is selected 
for each registrant.  

 
2. All registrants that were under the age of 18 on the date of the offense 

shall be listed as a juvenile under the risk/class type.    
 

3. The in-taking employee shall ensure the “publish to website” box is 
unchecked for all registrants that were under the age of 18 on the date of 
the offense.  

 
d. The criminal history check provided by the Emergency Communications Division 

shall be utilized to assist with completion of the offense type and applicable dates.   
 

1. For out-of-state convictions, the information shall be noted in the police 
report with a notation on the documentation.  

 
2. The statute for which the registrant was charged in their respective state 

may not always coincide with the information provided in the State of 
Illinois statue and in these instances, the in-taking employee shall 
designate the closest matching Illinois statute in the police report, records 
management system and Offender Watch database. 

 

e. Complete Livescan fingerprints of the registrant.   
 

f. Completion of the appropriate registration forms shall include signatures and 
verification of the information provided by the registrant.  To view the applicable 
forms, refer to Appendix A, B, C, D, E and F.  All registration forms are available 
in PowerDMS.   

 

1. Registrants that do not reside in the city of Elgin, but are attending an 
educational institute in Elgin, are required to complete the appropriate 
Higher Education Form.   

 

2. Registrants who are unhoused are required to submit the Unhoused 
Registrant’s Weekly Registration form.   
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3. The registrant shall be provided with a copy of the completed forms and 
reminded of the next registration date. 

   

4. The in-taking employee shall follow all applicable instructions on the 
respective registration forms.   

  

5. The words “new registration” shall be specified at the top of the applicable 
forms to assist Telecommunicators who make the appropriate LEADS 
updates which may include the creation of a new LEADS file for the 
registrant.   

 
4. The report writing process shall be initiated by creating a call using “VOR” (Murderers and 

Violent Offenders Against Youth) or “SEXR” (Sex Offenders) as the incident type and the 
department’s address as the occurred location. The police report shall briefly summarize 
the registration process.   

 
5. After the registration forms have been completed, the following photographs shall be taken, 

and the images shall be uploaded to the registrant’s global jacket using the front and side 
views as the photograph. These images shall be titled using the date the photographs were 
taken.   

 
a. Front view head shot. 
 
b. Left side view head shot. 
 
c. Tattoos where easily visible.   

 
6. All completed forms and a copy of the police report shall be forwarded to the Emergency 

Communications Division for entry into LEADS.   
 
7. The in-taking employee shall send a brief summary of the registrant’s registration process 

to the “EPDOffenderRegistrationUnit” e-mail group which consists of employees 
representing various workgroups who possess responsibilities associated with offender 
registrations.   

 
a. The in-taking employee shall specify in the subject line of the email if the registrant 

is a new registrant, returning registrant and if they are a juvenile.   
 

B.  Emergency Communications Division  
  

1. Run a criminal history check at the request of an employee processing offender registration 
documents and officers tasked with the enforcement of offender registration acts.   

 
2. Upon receipt of the offender registration documents, telecommunicators shall make the 

appropriate updates to LEADS. The originating case agency should reflect this 
department’s case report number.   

 
3. All new registrations require the telecommunicator to either create a new LEADS file or if 

the registrant previously registered with a different police department located in the State 
of Illinois, the registrant’s LEADS file will be updated by the telecommunicator to reassign 
the LEADS file to this department.   

 
4. New and updated registrant photos will be uploaded to the registrant’s LEADS file by the 

telecommunicator for access by the Illinois State Police and inclusion on the state’s 
website.   

 
5. Telecommunicators shall also verify whether the DNA of an out-of-state registrant is on file 

with the State of Illinois.  When the DNA is not on file, telecommunicators shall provide 
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notification of the registrant to a Major Investigations Division supervisor who shall contact 
the Kane County Probation Office to schedule an appointment for a DNA swab.    
 

6. Upon entry of a new registrant into LEADS or the entry of updated information, the 
registration documents shall be forwarded to the LEADS Coordinator or designee who shall 
review and validate the LEADS record prior to forwarding the registration documents to the 
Records Division for inclusion in the police report.   

 
C. Major Investigations Division 
   

1. The Major Investigations Division is responsible for ensuring the enforcement of offender 
registration acts pertaining to sex offenders and murderers and violent offenders against 
youths. Enforcement is a collective effort of personnel assigned to the Major Investigations 
Division, Offender Compliance Team ROPE/Crime Free Housing Unit, and the Patrol 
Division.  Refer to Section 42.3.2 for more information on enforcement and inspection of 
offender registrations.   

 
2. The Major Investigations Division Sergeant who is tasked with the enforcement of sex 

offender registrations is responsible for tracking emails sent to the 
“EPDOffenderRegisterationUnit” email group to ensure all information reported to the 
Offender Watch database is accurate.   

 
a. Incorrect information noted by the supervisor shall be immediately corrected and 

notification will be made to the major investigations lieutenant and investigations 
commander.   

 
3. Assigned officers/detectives shall ensure the verification of all registrant addresses, 

maintenance of case files, and that the information is accurate, updated and maintained 
within the individual’s global jacket which is maintained in the department’s records 
management system and the individual’s profile which is maintained in the Offender Watch 
database.   

 
D. Records Division  
  
 Upon receipt of offender registration documents, personnel assigned to the Records Division shall 

scan the registration documents and LEADS documents for inclusion with the police report and file 
the original documents under the individual’s name.   

 
E.   Offender Compliance Team 
 

1. The Offender Compliance Team consists of detectives, officers, community service officers 
and telecommunicators who assist with various tasks involving registered sex offenders, 
registered convicted murders and violent offenders against youths.  These tasks include 
offender checks, offender registrations, Offender Watch database maintenance and non-
compliance investigations.  The team is also responsible for providing roll call training and 
updates to personnel on these topics.   

 
2. The major investigations division sergeants are tasked with ensuring the enforcement of 

offender registrations and shall oversee the Offender Compliance Team to include 
determining team member assignments.   

 
42.3.2 ENFORCEMENT AND INSPECTION 
   
A. The Major Investigations Division supervisors shall ensure assigned officers/detectives conduct 

compliance inspections of residences occupied by sex offenders, convicted murders and violent 
offenders against youths within the city of Elgin to confirm the accuracy of an offender’s place of 
residence.   
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1. On an annual basis, the department shall conduct on-site inspections of sex offenders, 
convicted murderers and violent offenders against youths within the city of Elgin to confirm 
the accuracy of an offender’s place of residence.  Additionally, during the month of October, 
the department shall conduct on-site inspections of child sex offenders and predators with 
victims under 18 years of age.   

   
2. Upon verification of the individual’s address, the inspection shall be completed by using 
 the Sex Offender/VOAY Verification Checklist; the officer/detective completing the 
 inspection is responsible for completing the checklist. To view the checklist, refer to 
 Appendix F. 

  
a. The checklist depicts the date, time, and all pertinent information as it relates to 

the registration and serves as the police report. The case number associated 
 with the registration shall be included.   

 
b. In the event of a violation, a new report number shall be generated, and a general 

report completed.   
 

3. The lieutenant assigned to the Major Investigations Division is responsible for 
 completion of a compliance memo to document the on-site inspections. The memo is 
 sent through the chain of command to the investigations  commander.  

 
B. If an inspection reveals that the individual no longer resides at the registered address, the 

inspecting officer/detective shall check LEADS, contact the Records Division and the State of 
Illinois Offender Registration Administrator’s Office to determine if a residence change record 
exists.   

 
1. When additional information on the individual is unavailable, the Major Investigations 

Division shall be responsible for follow-up, applicable charges, and completion of the case. 
Officers/detectives not assigned to the Major Investigations Division are responsible for 
forwarding all known information to the Major Investigations Division.      

   
2. Updated information pertaining to the registrant’s place of residence shall be routed to the 

Emergency Communications Division and a telecommunicator shall then update the 
address and the violation status in LEADS.  

 
C. Depending on the circumstances, officers/detectives not assigned to an inspection and having 

contact with a registered individual shall conduct a field investigation to ensure compliance with 
registration as required by law and contact the Emergency Communications Division to have the 
LEADS file updated with appropriate information regarding the contact. The field investigation shall 
include:   

 
 1. Date and time of contact. 
   
 2. Specific location of contact. 
   

3. Reason for contact such as: traffic, suspicious activity, arrest, etc. 
 
4. Name of contacting officer(s). 

  
5. Vehicle description, if any. 

   
 6. Identification of other vehicle occupants, if any. 
 
42.3.3 DISCRETIONARY INFORMATION 
 
A. The department’s website is maintained by the public information officer and provides the 

community access to offender registries which are described below:  



 

S.O.P. 42.3 Offender Registration:  Effective Date 01/01/03                                        Page 7 of 13 

 
1. Illinois State Police Sex Offender Registry (View the Illinois State Police Website) which is 

maintained by the Illinois State Police and provides information on the following: 
 
  a. Sex Offender Mapping. 
 
  b. Missing Sex Offenders. 
 
  c. National Sex Offender Public Website. 
 

2. Offender Watch Program (View the Offender Watch Program Website which is a national 
sex offender management and community notification tool. The Offender Watch database 
is updated by employees assigned to the police department’s information desk and officers 
tasked with enforcement of offender registration acts; refer to Section 42.3.1 for more 
information.  In using this tool, community members can do the following:   

 
  a. Search for offenders in their area. 
 
  b. Register for email alerts. 
 
  c. View safety tips and links to other resources, if available.   
 
 
 
 
 
 
 
 

https://isp.illinois.gov/Sor/Disclaimer
https://www.communitynotification.com/cap_main.php?office=55723
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Appendix A: Illinois Sex Offender Registration Form 

 

 APPENDIX A:  ILLINOIS SEX OFFENDER REGISTRATION FORM 
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Appendix B:  Illinois Sex Offender Higher Education Registration Form 

APPENDIX B:  ILLINOIS SEX OFFENDER HIGHER EDUCATION 
REGISTRATION FORM 
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Appendix C:  Homeless Sex Offender’s Weekly Registration Form 

APPENDIX C:  UNHOUSED SEX OFFENDER’S WEEKLY REGISTRATION 
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Appendix D:  Illinois Murderer & Violent Offender Against Youth Registration Form 
 

APPENDIX D:  ILLINOIS MURDERER AND VIOLENT OFFENDER AGAINST YOUTH 
REGISTRATION FORM 
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Appendix E:  Illinois Murder & Violent Offender Against Youth Higher Education Form   

 APPENDIX E:  ILLINOIS MURDERER AND VIOLENT OFFENDER AGAINST 
YOUTH HIGHER EDUCATION REGISTRATION FORM 
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APPENDIX F:  SEX OFFENDER/VOAY VERIFICATION CHECKLIST 
 
 
 


