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Purpose
the purpose of this document is to provide an overview of common entries that can be performed by tribal courts. instructors will demonstrate: entry of orders of protection; dispositions including domestic violence convictions, felony convictions, domestic violence protective orders, involuntary Mental HeaLth commitments, and other court orders that can have impacts far beyond reservation boundaries. Query of InFORMATION IN ncic IS ADDRESSED IN A SEPARATE DOCUMENT. 
Objectives
At the end of TAP training, Tribal court attendees will understand:
I. How to adhere to NCIC Entry Requirements  
a) Records are accurate, timely, and complete
b) 2nd party check
c) Additional information may be found in other areas to complete the record 
II. Requirements for entry and how to enter a protection order record
III. Requirements for entry and how to enter a wanted person record
IV. Requirements for entry and how to enter criminal case dispositions
V. How to validate NCIC Records
VI. Which records entered into NCIC require 24x7 hit confirmation
VII. Difference between the NICS and the NICS Indices
a) Benefits of entering prohibited persons into the NICS Indices
b) How to enter prohibited persons into the NICS Indices

Assumption trainees have taken Introduction to Justice Web Interface to NCIC (JWIN) training. Suggested Pre-Requisite: Courts trainees should take the “Query Only” training. 


I. NCIC Entry requirements

Introduction and Objectives

Users to understand NCIC entry requirements and Tribal decisions/policies on how to meet each 

1. Understand that a record entry must be accurate and
a. Requires 2nd party check to confirm accuracy
b. Requires initial and annual verification (active, valid, person/property still outstanding)
2. Understand that a record entry, modification and removal must be timely
a. Understand difference between clear, cancel, modify and supplement entered records 
3. Understand that a record must be complete (packing the record)
a. All information that is available at the time of entry should be entered; may require user to look at other sources for information
Practical Exercises

a. Instructor to log into NCIC and demonstrate how to access a NCIC record. Instructor may use live student test record  
b. Instructor to demonstrate/work with trainee on their live records 
Resources 

1. NCIC Second Party Check Policy Template

II. protection order record 

Introduction and Objectives
1. Users to understand the requirements for entering a protection order file into NCIC.
a. Understand Protection Order expiration date and how to enter Non-expiring or “NONEXP” order
2. Understand difference between a temporary and final protection order (Per NCIC) 
a. Discuss when to enter temporary order and when to enter final order 
b. Discuss process for entering a new order as a final, if temporary order becomes final, before clearing temporary order from the systems
3. Understand how to properly set the Brady indicator 
4. Understand which conditions are set and the maximum number of conditions and persons per each record and supplement. 
5. Understand the requirements and process for clearing, cancelling, modifying and/or supplementing the record 
Practical Exercise(s) 
1. Tribe to bring case files and enter existing protection orders
Resources 
1. Protection Order Fact Sheet
2. NCIC Second Party Check Policy Template

III. wanted person record 
Introduction and Objectives
1. Users to understand what documentation is required to enter a wanted persons record into NCIC 
2. Users to understand the required fields and best practices for wanted persons record entry (e.g. packing the record)  
3. Users to understand extradition limitations and 24x7 hit confirmation responsibilities 
4. Understand the requirements and process for clearing, cancelling, modifying and/or supplementing the record 

Practical Exercises
1. Users can bring case files and enter existing warrants 
a. Note: Subject’s FBI # should be entered in record to ensure that caution notice appears when subject is queried 
b. Caution indicators
c. Delayed hit notifications 
d. Learn to clear, cancel, modify and supplement entered records

Resources

1. Wanted Person Fact Sheet 
2. Warrant and Extradition Policy Template 
3. Fact Sheet – 24x7 Hit Confirmation Requirements

IV. how to enter Criminal Case dispositions 
Introduction and Objectives
1. Understand requirement that dispositions must be entered within 120 days of disposition 
2. Discuss Tribal policy for entering dispositions and which agency will be responsible 
Practical Exercises
1. Instructor to demonstrate disposition entry screen 
2. Users can bring records and enter live data if available 
Resources 
1. Disposition Entry Job Aid
2. Booking and Disposition Policy Template

V.NCIC record validation process
Introduction and Objectives
Understand that record validation needs to occur on a monthly basis and is a Terminal Agency Coordinator (TAC) responsibility.
1. TACs are responsible to:
a. Review the original entry, current supporting documents, and recent consultation with any appropriate source (e.g. complainant, victim, court) 
b. Understand that validation cannot be done at time of entry
c. Understand that retention periods vary by record type and are in the NCIC Operating Manual 
2. Understand the process to validate a record: 1) query the record to ensure it is valid 2) modify the record in order to enter your full name in the validation field 3) query the record again to ensure the validation date has been updated 
3. Understand that the validation list is emailed to the Tribe’s Validation POC on a monthly basis and then distributed to each agency TAC
Resources

1. Job Aid - NCIC Validation Procedures
2. NCIC Validation Procedures Template 
VI.24x7 hit confirmation requirements 
Introduction and Objectives
Understand which records require 24x7 hit confirmation and procedures for providing coverage.
1. Each entering agency needs a 24x7 Hit Confirmation Policy
2. Discuss using MIS field comments regarding Hit Confirmation procedures for the agency
3. Learn to Query an ORI via NCIC and NLETS ORION file to locate additional contact information for an agency. Use Tribal agency ORI as an example. Discuss results. 
Resources
1. Fact Sheet – 24x7 Hit Confirmation Requirements
2. 24x7 Hit Confirmation Policy Template 

VII.NICS and the NICS indices
Introduction and Objectives
Understand NICS and the NICS Indices and how entering prohibited persons prevents individuals from purchasing firearms from licensed dealers; understand what types of prohibited persons your Tribe is entering. 
1. Understand the difference between the NICS and the NICS Indices
a. NICS is a national system used to provide eligibility determinations for applicants to possess or receive firearms and firearm-related or explosive-related permits and licenses. NICS checks NCIC, III, and the NICS Indices. 
b. The NICS Indices is only one component of NICS. The NICS Indices is a separate database searched during a NICS check and contains information provided by local, state, tribal, and Federal agencies on persons prohibited from receiving firearms and explosives-related permits under Federal or state law.
2. Understand that the NICS Indices contains information on individuals not otherwise found in NCIC and III 
a. Citizenship status
b. Military discharges
c. Substance abuse information
d. Mental health adjudications
3. Understand the most common NICS prohibitor reasons Tribes enter into the NICS Indices 
a. Unlawful Under/Addicted to Controlled Substances
b. Adjudicated Mental Defective/Committed to a Mental Institution
c. Misdemeanor Crime of Domestic Violence
d. Criminal Convictions (as defined under 18 USC 922(g)(1))
Practical Exercises

1. Instructor to demonstrate how to access the Enter Denied Person (EDP) message key

Resources 

1. NICS Overview Webinar
2. NICS Orders of Protection Webinar
3. Protection Orders and Federal Firearms Prohibitions Fact Sheet
4. Benefits of Entering NICS Prohibitors Webinar
5. NICS Mental Health Prohibitors Webinar
6. Mental Health Defective and Federal Firearms Prohibitions Fact Sheet
7. NICS Drug Prohibitors Webinar
8. Drug Prohibitors and Federal Firearms Prohibitions Fact Sheet
9. Misdemeanor Crime of Domestic Violence and Federal Firearms Prohibitions Fact Sheet

Resources 
The resources listed throughout this document are available by link below and at https://www.justice.gov/tribal/onboarding-and-vetting. Contact your Tribal Access Program Business Relationship Manager with additional questions. 
 NATIONAL CRIME INFORMATION CENTER (NCIC) 
NCIC Operating Manual 
NCIC Code Manual
Message Keys for NCIC and Nlets
Handbook of Common NCIC Queries and Entries
NCIC Second Party Check Policy Template
Protection Order Fact Sheet
Wanted Person Fact Sheet 
Warrant and Extradition Policy Template 
Disposition Entry Job Aid
Booking and Disposition Policy Template
Job Aid - NCIC Validation Procedures
NCIC Validation Procedures Template 
Fact Sheet – 24x7 Hit Confirmation Requirements
24x7 Hit Confirmation Policy Template 

INTERNATIONAL JUSTICE AND PUBLIC SAFETY NETWORK (NLETS)
Nlets User and Technical Guide 
Nlets User Policy Manual 

INTERSTATE IDENTIFICATION INDEX (III)
III/NFF Manual
Job Aid - How to Run and Read a Criminal History 
Webinar - How to Run and Read a Criminal History 

National Instant Background Check System (NICS)
NICS Overview Webinar
NICS Orders of Protection Webinar
Protection Orders and Federal Firearms Prohibitions Fact Sheet
Benefits of Entering NICS Prohibitors Webinar
NICS Mental Health Prohibitors Webinar
Mental Health Defective and Federal Firearms Prohibitions Fact Sheet
NICS Drug Prohibitors Webinar
Drug Prohibitors and Federal Firearms Prohibitions Fact Sheet
Misdemeanor Crime of Domestic Violence and Federal Firearms Prohibitions Fact Sheet
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