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D. Department Commanders and Directors.

1. All department Commanders and Directors shall survey their
units for the purpose of identifying functions or services which might be performed
by volunteers in compliance with the Volunteer Services Act and shall provide
appropriate information to the Volunteer Service Coordinator or designee, including:

a. - A brief {one paragraph) description of the services
requested.

b. Location of the work site. -

c. immediate supervisor's name, title, unit, and phone
number

d. Range of hours when services are needed and supervision
is available.

e. Any other information needed for effective administration

of the program.

2. Department Commanders and Directors shall authorize
supervisors designated under the Police Auxiliary Service program to communicate
directly with the Volunteer Service Coordinator or designee with regard to
maintenance of records and general administrative responsibilities.

3. To request the services of a volunteer, the requesting unit may
contact the Volunteer Service Coordinator or designee for information and
assistance.

E. Departmental Supervisors.

1. All volunteers shall be assigned to a supervisor. The supervisor
shall be responsible for assigning and controlling work that is to be performed and
for monitoring the working hours of the.volunteer.

2. The supervisor at the work site will complete a Request for
Volunteer Service Form, giving a brief statement of the duties to be performed by
the volunteer. Once completed, this form shall be sent to the Volunteer Service
Coordinator, who will match job positions with volunteers.

a. The brief statement shall only describe basic duties, so as
to provide written documentation of the volunteer's
assignment.

b.  Such a statement should not be patterned after an

official job description which would normally be used for
grade and salary determinations.
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3. Police Auxiliary Service members should work at least two
hours per scheduled day. The volunteer and his/her supervisor will jointly schedule
hours and days that the volunteer will be able to work. The volunteer may work a
full-time, part-time, or an intermittent work schedule. Day, as well as night shifts,
may be available. "Volunteers must contribute at least 16 hours per month in order
to remain in good standing. Any volunteer who is unable to report to duty due to
sickness or other causes shall, as soon as possible, notify his/her immediate
supervisor and/or the Volunteer Services Coardinator...

4, Supervisors should be as liberal as possible in allowing the
volunteer to schedule work hours which will not conflict with the volunteer's
employment or other outside activities.

5. Each element utilizing volunteers shall complete a Volunteer's
Hourly Commitment Form for recording the working hours of volunteers. This form
is designed to meet the needs of the department and provides the volunteer with a
written record of his or her own time and attendance. The Volunteer's Hourly
Commitment Form shall be forwarded on the first of each month to the
department's Volunteer Service Coordinator.

6. Supervisors shall provide regular or special evaluation reports as
may be requested by the Volunteer Service Coordinator.

7. Volunteers are to be treated fairly and in conformance with the
accepted personnel policies of the department and the District Government to every

extent possible.
Larry Dpzoulsby %

Chief of Police
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