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What is in this Toolkit?

1. Overview of the Reparations Toolkit

2. What can we learn from these data?

3. Video tutorial on using the data.

4. Step-by-step instructions on 
collecting the data.

5. Step-by-step instructions on 
analyzing the data.



1. Overview of the Reparations Toolkit

• This Toolkit was developed by Reparations for Melrose, a group working to 
end anti-Black systemic racism. https://reparationsformelrose.org/

• We are documenting racial harm with the goal of paving the way for 
reparations. 

• This toolkit was developed to help municipalities throughout 
Massachusetts document racial harm in their own communities. 

• You can find examples of our work on our website.

• If you have questions, suggestions, or toolkit corrections please email us at 
reparationsformelrose@gmail.com.

https://reparationsformelrose.org/


2. What can we learn from these data?

• Detailed arrest records by year for cities in Massachusetts, including 
race, are available on the Mass.gov website. As noted on the site 
“The Executive Office of Public Safety and Security (EOPSS) collects 
National Incident-Based Reporting System (NIBRS) and Uniform Crime 
Reporting (UCR) data from law enforcement agencies in accordance 
with the FBI’s Uniform Crime Reporting Program. The data is available 
to view and query in various formats and is utilized for various reports 
and to lead and guide policy decisions.” 
• This data can determine percentage of arrest by race, which can be 

compared to the percentage of the city’s population by race.

https://www.mass.gov/crime-statistics


3. Video tutorial on using the data

• Click here for the video tutorial: https://youtu.be/ZH6SlFkVzuo

https://youtu.be/ZH6SlFkVzuo


4. Step-by-step instructions on collecting the 
data



Step 1: Click here to go to the Reparations Toolkit 
Arrest Records Database sheet:
https://docs.google.com/spreadsheets/d/1JKYDYNjpSQCtun6dluc
BHOlE7XFztbbZZXcDHLO1GTo/edit?usp=drive_link

https://docs.google.com/spreadsheets/d/1JKYDYNjpSQCtun6dlucBHOlE7XFztbbZZXcDHLO1GTo/edit?usp=drive_link


Step 2: Click on the cell in 
the top corner, above row 
1 and to the left of 
column A to highlight the 
sheet.

Step 3: Click on Edit in 
the Menu bar and 
select Copy.



Step 4: Go to your own 
Google account and Click 
on these squares.



Step 4: Go to your own 
Google account and Click 
on Drive.

Step 5: Then 
Click on Drive.



Step 6: Click on + New.

Step 7: Select Google 
Sheets, then Blank 
spreadsheet.



Step 8: Click on the top 
corner cell between 
Column A and Row 1 to 
highlight the sheet, then 
go to Edit in the Menu bar 
and select Paste



Step 9: Name the 
Sheet in Your 
Google Account



Step 10: Click here to go to the MA Department of 
Mass.gov Crime Statistics Website:
https://www.mass.gov/crime-statistics

https://www.mass.gov/crime-statistics


Step 11: Scroll down 
and click on “View 
detailed arrest 
information”



Step 12: Under 
Jurisdiction, select your 
city. 



Step 13: Click View Report



Step 14: Starting with the 
city name in the first 
column and first row of 
data, click and drag your 
mouse so that all the data 
gets highlighted in blue



Step 15: Go to Edit on the 
Chrome Menu Bar and click 
Copy (or right click your 
mouse to copy the data)



Step 16: Go to your 
sheet, click on the 
empty cell A2, Click 
Edit, then select 
Paste



Step 17: Here is 
how the data 
should look. The 
data are in separate 
cells



Step 18: Use the 
Year field to copy 
data from other 
years, repeating 
steps 12-16



Step 19: Paste each 
year of data 
underneath the last 
row of data



Step 20: Here is how the 
database looks when a new year 
is added to the rows below



5. Step-by-step instructions on analyzing the 
data



Step 21: Click on the 
top right corner cell to 
highlight the entire 
sheet, then from the 
menu bar select Insert 
then select Pivot Table



Step 22: The Create 
pivot table box 
appears, select New 
Sheet and click Create



Step 23: Here is the 
new sheet with the 
Pivot table editor



Step 24: Click on 
Values-Add, then 
scroll up to select 
Agency



Step 25: In the dropdown menu 
under Summarize by, click the down 
arrow and select COUNTA 
(COUNTA counts all values in a 
dataset, including those which 
appear more than once and text 
values)



Note: We are using Agency for Values 
since it appears the same way 
(Melrose) in every row of data. Cell 
A2 confirms this. It has counted 182 
records in the Agency column, which 
matches the number of rows of data 
in the database (not counting the 
header row) 



Step 26: Go to 
Columns, click 
Add, then 
select Race



Show totals should be 
checked by default. 
If not, check it



Now the data 
are counted 
by Race

Step 27: Divide the count of Black or 
African American by the Grand Total, 
which is 29 divided by 182, which is 
15.9%. So, Black or African American 
arrests represented 16% of all arrests 
in Melrose from the data collected.



Step 28: Go to 
Rows, click Add, 
then select 
Arrest Date



Now every date 
for each arrest 
record is shown



Step 29: Right-
click on Any 
Arrest Date cell, 
select Create 
pivot date 
group, then 
select Year



Now the arrest totals by race are 
grouped by Year

In 2020, Black people accounted for 23% of arrests in 
Melrose (11 of 48), 11% in 2021 (8 of 70) and 16% in 
2022 (8 of 50).



6. Compare to city census data



Step 30: Google “What 
percentage (your city) 
residents are Black

Step 31: The Google 
search results may 
provide the answer. Or 
visit the U.S. Census 
Bureau Quick Facts



% of 
Melrose 
Population 
that is Black

U.S. Census Bureau Quick Facts Page



In 2020, Black people accounted for 23% of arrests in 
Melrose (11 of 48), 11% in 2021 (8 of 70) and 16% in 
2022 (8 of 50). This is well above the percent of Black 
people who live in Melrose (3.4%).



If you have questions, suggestions, corrections, or want to 
share your findings, please contact:

reparationsformelrose@gmail.com


