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390.05 INVESTIGATIVE RESPONSIBILITY AND LICENSE PREMISE REPORTS (WILEAG 

1.7.3) 
 

A. APPLICATIONS, REQUESTS, AND RENEWALS 
 

The Licensing Unit shall investigate and process all city license applications, requests 
and renewals for the police department. This shall include, but not be limited to, taverns, 
liquor stores, bartenders, pool halls, amusement premises and devices, entertainment, 
public passenger vehicles, e.g., taxi cabs, limousines, pedi cabs, and horse and surrey. 

 
2. In processing the application, the License Synopsis report, and License Premise 

Report(s) relating to the establishment are attached to the application in the City Hall 
license database known as License Information Reporting and Administration (LIRA) 
to be used during License Committee and Public Safety and Health Committee 
hearings. In processing the application for bartenders, the reports are attached to the 
application in the City Hall license database known as ACCELA.  

 
E. The following procedures are to be followed for the enforcement of city and state laws on 

all premises or persons licensed by the city: 
 

4. Officers shall file a License Premise Report in the Records Management System 
(RMS) for all violations, verbal warnings, incidents and arrests, which are substantially 
related to the operation of the licensed premise or the conduct of a licensed person 
(to include the level of cooperation by the licensed premise or person). All License 
Premise Reports shall be completed within 48 hours of the incident. 

 
a. Examples of when a License Premise Report shall be filed include, but are not 

limited to the following, and members shall contact the Licensing Unit for 
guidance if there is any question on whether a License Premise Report should 
be filed.  

 
1. If the licensed premise is issued a citation or verbal warning for a violation 

substantially related to the operation of the licensed premise. 
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2. If a licensed person is arrested, issued a citation, or given a verbal warning 

for a violation substantially related to their issued license.  
 
3. If members are dispatched to a call for a service to a licensed premise or 

licensed person (to include if the licensed premise or licensed person is the 
caller) and the call for service is substantially related to the operation of the 
licensed premise or licensed person.  

 
a. If the call for service is anonymous, the member shall document the nature 

of the call for service in the narrative, document their personal 
observations of the scene, and document the caller was anonymous.  

 
b. If the call for service has a caller who wishes to provide their name and a 

description of the behavior related to the licensed premise or person, the 
member shall document the caller’s observations in the narrative, and the 
member’s personal observations of the scene.  

 
4. If the member is conducting an investigation related to the licensed premise 

or person and does not observe any violations. The member shall document 
the cooperation level of the licensed premise or licensed person and that no 
violations were observed. Members shall describe how the business and 
employee were uncooperative if they were not cooperative during the 
investigation. 

 
b.  The License Premise Report shall include, but not be limited to, the following 

information: 
 

1. The licensed premise information under Business / Organization Involved 
(the involvement type shall always be Licensed Premise for this report). 

 
2. Enter licensee / owner information in the Business Agent Section. 
 
3. Enter managers, employees, security, bartenders, etc., information in the 

Licensed Person Section. 
 
4. The narrative section shall include a brief summary of the assignment the 

officer was dispatched to and describe what occurred. 
 
5. The report shall include the business’ and employees’ cooperation level (to 

include if they were the caller). Members shall describe how the business and 
employee were uncooperative if they were not cooperative during the 
investigation.  

 
6. Document if video surveillance footage was available and if it was not, the 

member shall document why it was not available. The member shall describe 
in detail any events captured by video and audio recordings. Members shall 
include a time stamp(s) in their report indicating the specific times of 
significant events captured by video. 

 



General Order 2023-XX LICENSED PERSONS/PREMISES INVESTIGATIONS Page 3 of 3 

 
ca. Once a License Premise Report is completed by an officer, a work location 

supervisor shall review and approve the report. Supervisors are required to 
review and approve completed reports in accordance with SOP 263.10(D). 

 
db. If the report has errors or needs further investigation it shall be sent back to the 

submitting member by the Licensing Unit supervisor. The Licensing Unit 
supervisor rejecting the report shall include the reason(s) for the rejection in the 
comments section citing the reports error(s) or required follow up for the 
submitting members’ correction.   

 
6. If personnel intend to appear or are required to appear before one of the committees 

relating to a license for an establishment or person, the district commander shall 
contact the supervisor assigned to the Licensing Unit. If a district commander is 
seeking a non-renewal or revocation relating to a license for an establishment or 
person, the district commander shall contact the supervisor assigned to the 
Licensing Unit and request representation from the City Attorney’s Office at 

at a minimum of 30 days in advance of the 
committee meeting. 
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