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Comprehensive Highway Injury Reduction Program

Officer Activity Sheet
Reporting Instructions

All of the following items should be present in order for an Officer Activity Sheet to be considered complete.
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Is the right program at the top of the form?
In the Enforcement Program box the enforcement program being worked should be selected from the drop

down or hand written neatly if using a print out.

Officer’s name typed or printed clearly in the name box?

The officer's name should appear First Name, Last Name. It should be typed or hand written neatly if using a
print out.

Is the day of the week and enforcement date present?

The correct day of the week corresponding to the enforcement date should be selected from the dropdown or
the hand written neatly if using a print out.

Are the start and stop times for enforcement listed?

Enforcement times should be listed in 24 hour format (i.e 6:00 PM is listed as 18:00). The start and stop time
should be typed in the corresponding boxes or written neatly if using a print out. Do the hours being worked
correspond with the requirements for the enforcement program? (i.e. 1800-0600 for DUI Patrols)

Is the correct activity type checked?

The appropriate activity type should be checked off corresponding to the enforcement program.

Is mileage recorded?

Milage for the enforcement activity should be recorded. Starting milage, ending milage, and a total are
required. The department or TSP coordinator should total all milage for match reporting.

Are any impaired driving procedures noted?

Any impaired driving procedures (SFSTs, PBT's given, DRE Evaluations, and Breath Test Refusals) should be
recorded. This is especially true for impaired driving patrols.

Officer Training Checked off

Each activity sheet must indicate if the officer has received TOPS, SFST, or ARIDE Training.

Are the hours worked per six hour block noted?

The number of hours worked per six hour block should be filled out accordingly. Do the hours being worked
correspond with the requirements for the enforcement program? (i.e. 1800-0600 for DUI Patrols)

Are the UTT, Warning, and Total boxes being filled?
Does the enforcement action taken match the overall goal of the enforcement program being worked?

Are the actual patrol hours and physical arrest hours noted?

The amount of physical arrest hours noted should be reasonable for the type of arrest generated. For high
amounts of physical arrest hours significant activity should be listed.

Is the number of contacts per hour calculated?

Has the three contact per hour rate been met? Does the number of contacts correspond to the number of
vehicles stopped? Contacts should be considered per individual not per warning or citation listed.

Does the total number of OT hours match the hours worked?

Actual patrol hours and physical arrest hours hours must match the total number of hours worked.

OT Rate (match paystub)

The correct officer overtime rate shoule be listed and able to be recconciled to the officer's paystub.

Are all required signatures present?

The officer is required to sign for verification of hours worked. A department supervisor is also required to
sign and print neatly for secondary verification of activity worked.
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