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Correcting or Deleting Submitted Records

Use-of-force records submitted to WADEPS that require correction or deletion are
identified in one of two ways: (1) your agency identifies the record and requests a recall, or
(2) WADEPS identifies the record through a regular audit process and recalls the record for
the agency to review.

In either case, the recalled record can be amended and resubmitted or retracted (deleted)
if itis determined the record is not a reportable use of force. (See the full policy.)

¢ Amendment (Correction): The correction of minor, non-substantive errors in
specific data fields while maintaining the incident record as an active use-of-force
record. Amended records must be resubmitted to WADEPS.

e Retraction (Deletion): The removal of an entire use-of-force record from the
database and public reporting when it is determined that the incidentis not a
reportable use-of-force.

Initiating A Record Recall

Agency-Initiated Recall: If your agency identifies a record that requires amendment or
retraction, you can request the record be recalled by completing the Record Recall Request
form on the WADEPS website at https://wadeps.org/for-agencies/record-recall-process/.
WADEPS will review the request and initiate the recall.

Audit-Initiated Recall: If WADEPS identifies a record during the audit process that requires
correction or additional review, WADEPS will notify the agency and initiate the recall. The
agency will then be responsible for reviewing the record and taking any necessary action.

Recalled Records

Records that are recalled for amendment or deletion will have a status of Recalled, which
functions similarly to a pending record. Recalled records are available for review and
editing in the Recalled Records tile in the Supervisor Dashboard and from the Recalled
Records tab.

Accessing Recalled Records
To access recalled records:
1. Loginto the WADEPS Reporting Tool
2. Go toyour Supervisor Dashboard.
3. Accessrecalled records using either of the following methods:
o Select “View All” in the Recalled Records tile located in the top section of
the dashboard, or
o Selectthe Recalled Records tab, located under Agency Records Requiring
Review (third tab from the left).


https://wadeps.org/documents/wadeps-record-recall-policy.pdf/
https://wadeps.org/for-agencies/record-recall-process/
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Reviewing Recalled Records
Within the Recalled Records section, agency personnel with admin permission can review
and complete one of two actions:

e Amend the record

e Delete the record

Amending a Recalled Record
Click the Amend button to correct or revise recalled records. Similar to when a record is
originally created, the amendment process consists of two stages:

1. Supervisor Correction and Approval

2. Administrative Follow-Up

Supervisor Correction and Approval
1. Openthe Recalled Records section.
2. Clickthe Amend button for the record you want to correct.

o Usethe UOF ID displayed on the left side of the screen to confirm the correct
record is selected. UOF IDs are generated by WADEPS for all submitted use-
of-force records to assist with tracking and verification.

3. Review the record information and make the necessary corrections or revisions.

o Use the Save for Later button as needed in your process.

4. After all corrections have been completed, click the Submit Supervisor Approval
button.

o Submitting for supervisor approval submits the partial record to WADEPS
and these items can no longer be altered and or deleted without submitting a
recall request.

Administrative Follow-Up
After supervisor approval has been submitted, the record will move to Awaiting Final
Review status.

1. Locate the record with the matching UOF ID.
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2. Clickthe Admin Follow-Up button.
o Ifthe Admin Follow-Up items were completed previously, the options will be
pre-filled.
o Ifthe Admin Follow-Up items were not completed yet, the options will be
blank.
3. Review the options and make any necessary corrections or updates.
4. Click the Submit Administrative Follow Up button.
o This step completes the process. The full record moves to Records in
Archive and can no longer be altered without another recall request.

Deleting a Recalled Record (Retraction)

1. Openthe Recalled Records section.

2. Select the individual record you want to retract from WADEPS.

o Usethe UOF ID displayed on the left side of the screen to confirm the correct
record is selected. UOF IDs are generated by WADEPS for all submitted use-
of-force records to assist with tracking and verification.

3. Recommended: Open the record using the Amend button to review the record
details.

o Afterverifying the record should be deleted (retracted), select Save for Later
to exit the record without making edits.

o Ifyou determine the record should be corrected (amended) rather than
deleted, you can do it from this screen (See Amending a Recalled Record
above).

4. Once you have confirmed that the record should be deleted, select the delete icon
(trash canicon) located on the far-right side of the record in the Recalled Records
section.

o Clicking on the trash can icon permanently removes the record from the

WADEPS dashboard. Although the record is no longer accessible in the
dashboard, WADEPS retains a history of the record, including when it was
submitted, modified, and deleted.



