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Rick Braziel
Chief of Police

The Sacramento Police Department has always strived to represent excellence.
way to do this is by staying one step ahead by anticipating trends so we ca
proactive in all areas, taking action before we have to react to crises.. We must al
stay a step ahead by planning for future staffing needs, using technology Wisely
being prepared for lean bUdget times

We must also always remember our most important way to stay a step ahead of c
and that is through open communication with the community we serve.. You
community, are our best eyes and ears for what is happening in your neighborhl
as well as helping us find ways to reduce crime.. Working with you in an oper
collaborative manner also holds us accountable which benefits the community mm

Help us stay a step ahead by keeping yourself informed, and letting us a
Sacramento Police Department know your concerns and ideas..

Sincerely,

Rick Braziel, Chief of Police

http://www..sacpd..orglwelcome..asp 4/21/2008
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SACRAMENTO POLICE DEPARTMENT
GENERAL ORDERS

120.02
CHAIN OF COMMAND

06-03-94

•
PURPOSE
To establish the chain of command by which the Department operates ..

POLICY
To provide for the flow of information and decisions in an orderly and timely fashion ..

PROCEDURE
A. CHAIN OF COMMAND

The Department shall have two separate but related ranking orders of authority to reflect the
different but interrelated operations of the Department
1. Line Operations

a.. Each sworn member of the Department, up to and including the rank of
lieutenant, is the classified service. All other sworn members of the Department
above the rank of lieutenant, up to and including the Chief of Police (COP), are of
the unclassified service..

b. Operations of the department involved in enforcement, emergency operations, or
line operations shall function through the following chain of command:
(1) COP
(2) Deputy Chief of Police
(3) Captain
(4) Lieutenant
(5) Sergeant
(6) Officer.

2 Administrative Operations
Operations of the department involved in administration shall function through the
following chain of command:
a.. COP
b Office Chief
c. Division Commander/Manager
d Section Commander/Administrator
e. Unit Supervisor
f. ShiftlTeamlDetaii/Squad Leader
g. Other employees..

B. COMMAND OF THE DEPARTMENT
1. The (COP) shall exercise command over all personnel within the Department.. In the

absence of the COP, the order of succession to the command of the Department shall be
one (1) of the Deputy Chiefs of Police. Succession as Acting Chief of Police is subject to
approval by the City Manager

2. In the absence of unclassified members of the Department, the senior on-duty watch
commander shall be designated as the ranking authority of the Department. This
includes supervision over, and responsibility for, all personnel in the Department.

3. During a long term absence or disability of the COP, a member of the Department
designated by the City Manager shall perform the duties and exercise the powers of the
COP.

G.O.120.02
10F1



SACRAMENTO POLICE DEPARTMENT
GENERAL ORDERS

120.01
ORGANIZATIONAL STRUCTURE DEFINED

06-13-07

•
PURPOSE
The purpose of this order is to define the organizational structure of the Department..

POLICY
it shall be the policy of the Sacramento Police Department to maintain an organizational structure that
provides for the efficient flow of information both up and down the chain of command while providing
intra-department communications.

PROCEDURE
A. DEFINITIONS

The structure of the Sacramento Police Department is outlined in the definitions in this order.
These definitions provide standardized terminology to Use when discussing operations and
organization of the Department..
1. DEPARTMENT - The Sacramento Police Department
2.. OFFICE - The primary subordinate organizational unit in the Department..
3. AREA - A primary geographic subdivision of the Department. Currently, only the Office

of Operations uses this subdivision.
4.. DIVISION - A primary subordinate organizational unit of an Office. A Division has

Department-wide responsibility for performing a specific function ..
5. WATCH - A primary organizational unit of an Area command.. A Watch is a designated

span of time personnel are scheduled to work, ie.. , Day, Mid, or Late
6. SECTION - Usually the secondary unit of an Office, the primary unit of a Division .. A

Section is assigned to perform part of the responsibility of the Division.
7.. DISTRICT - A District is a primary geographical subdivision of an Area and the primary

organizational unit of a Watch ..
8. UNITffEAM - A subdivision of a Section/District assigned to perform a specialized

actiVity.
9. BEAT - A Beat is the primary geographical subdivision of a District..
10. DETAIL/SQUAD - A subordinate part of a unit designed to handle specific tasks or

projects .. The assignment may be temporary or permanent.
B.. DEPARTMENT ORGANIZATION

The Department operational organizational chart, Diagram 12001 ..01, shows the span of control
and delineates the chain of command within the Sacramento Pollee Department.. All orders,
instructions, reports and formal communications should adhere to the routine channels indicated
on this chart except in cases of emergency or routine coordination.

G.O.120.01
10pl



HCCCJpl c.lf Volunteer HJlldbook
ell) of SaCrJ111eniO

II ckJ10 II led g111 Cnl

J have received 3 copy of Ihe \' 01 unlcer handbook Ih"l oUII,nes Ihe pollclcs and
procedures of Ihe Clly ofSau"menlo IhlJl were III (freci al Ihe date ofpubiJC31101l 1 have
read and undel siand the Information in II and agree 10 abide by the pollelcs dUflng 111)

volunteenngfhls handbook does not eOllstllute a contraclUal arrangemenl or agreemenl
of any kind between the City ofSacramcnto and its voluntetls, Including, but not limlled
to, the terms and condJiions of volunleellng

] understand that 1may request Infoll113tlon from my supervisor or the (Ily-wide
Volunteer Coordinator if I have any quesllons or concerns aboul any of the Inforrnallon
outlined in this handbook

I understand that these poliCies and procedures are evaluated on a continual baSIS and
may be modified, lunendcd or cancelled at any lime at the sole opllon of the City Wllh or
,,,thout notice

Signature of Volunteer

Volunteer Services
Depar1ment of Human Resources
(Ily of Sacramento
921 Tenth Street, FIAh Floor
Sacramento, CA 95814

Phone (916)808-8317

Date



RECEIPT & ACKNOWLEDGMENT OF VIPS
VOLUNTEER HANDBOOK

Tilis volunteer ha ndbook IS an important document intended to help you become
acquainted with VIPS Tllis handbook will serve as a gUide It IS not the ~nal word In all
cases IndiVidual circumstances may call for individual attention

Please read the following statements and sign below to Indicate your receipt and
acknowledgment of the VIPS Handbook

I understand the policies and benefits desmbed in the Volunteer Handbook are
subject to change at tile sole discretion of tile VIPS Coordinator or the
Sacramento Police Department

I furtiler understand my volunteering is terminable at Will, either by me or VIPS,
regardless of the length of my volunteenng

[ am aware tilat during the course of my volunteenng, confidential information
will be made available to me I understand this information is critical to VIPS and
must not be disseminated within or outside of the Sacramento Police Department
premises.

I understand my Signature below Indicates I agree to read this handbook and
that I have received a copy of the VIPS Volunteer Handbook

I understand that misuse of any equipment, Identification or misrepresentation
by me as any position other than a volunteer is absolutely prohibited

Volunteer's Signature

Volunteer Coordinator's Signature

II

Date

Date
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VOLUNTEER PROGRAM
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Purpose of the Volunteer Handbook

The purpose of the voluntcer handbook is to proVide IIlfolmation about the ClIy of
Sacramento and to help answer some of the questions you may have as you bcglll
volullteenng In addition to IOfom13tion about the City, the handbook includes forms and
poliCies apphcable to many volunteers Your supervisor will diSCUSS those" Ith you
Please feel free to contact the City-wide Volunteer Coordinator if you have any questions
or comments Your input is valuable in revislOg the handbook and providing training to
volunteers and staff

All volunteers complete an application fom1 and other documentation Volunteers also
go through some screening depending on the type of volunteer opponunity you choose
In most instances two references will be contacted III other cases more extensive
screening such as fingerprinting or a background check may be required

You can expect a general onentation (mcluding thiS handbook) as well as traming
speCific to your asslgnment - often on-the-job tralOlng Please ask questions if you need
more mformation about your tasks

You are pan of a team of volunteers who prOVide tens of thousands of hours of service to
the (lly and lis non-profit panners each year We appreciate your servIce and we're
glad you are here I

Mary Lynn Peny
City-Wide Volunteer Coordinator
Depanment of Human Resources

Phone (916) 808-8317
Email mperry(@cilvofsacramentoorg

Web Site "'ww Cit yofsacrall1cnlo org/volunteers



PURPOSE OF THIS HANDBOOK

This handbook has been prepared to Inform you abnut the Sacramento Police
Department's VIPS (Volunteers In Police Services) history, philosophy, practices, and
policies, as well as the benefits provided to you as a valued volunteer and the conduct
expected from you.

No volunteer handbook can answer every question, nor would we want to restnct the
normal question and answer interchange among us It is In our person-to-person
conversations that we can better know each other, express our Views, and volunteer
together in a harmorlious relationship

We hope this handbook Will help you feel comfortable With us We depend on you
Your success is our success Please don't heSitate to ask questions Your Volunteer
Coordinator will gladly answer them We believe you will enJOY your volunteer work
and your fellow volunteers We also believe you will find the Sacramento Police
Department a good place to volunteer

We ask that you read thiS handbook carefully, and refer to it whenever questions arise
We also suggest that you take it home so your family can become familiar With V1PS
and our poliCies

VIPS's policies, benefits and rules, as explained In thiS handbook, may be changed from
time to time as bUSiness, volunteer legislation, and economic conditions dictate.. If, and
when, policies are changed, you will be given replacement pages for those that have
become outdated. A copy will also be placed on the bulletin board

IV



SACRAMENTO POLICE DEPARTMENT
VOLUNTEER PROGRAM

VI

INTRODUCTION



INTRODUCTION

As a volunteer for the Sacramento Police Department you will soon realize many
responsibilities which accompany working within a police agency Sworn personnel,
civilian staff members, and police volunteers all must work together to uphold the high
standards of the police profession By doing so, our Department will continue to
malntalll Its reputation of competence, credibility, and trust among the community

As a volunteer for the Department you will have the opportunity to contrrbute to the
overall quality of service to the community. It is important that you portray the proper
and desired image of the Department when you are Interacting with the public The
citizens have a right to expect only the best from their police department As a police
depar1ment representative, you are asked to make a commitment to providing your
best service to the Department and to the community

Please read through the Following pages careFully to become better acquainted with the
Sacramento Police Department's Volunteer Services This handbook explainS program
rules and will serve as a reference for you during the time you are a volunteer
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VOLUNTEER PROGRAM

VI

MISSION STATEMENTS



rvlISSION STATEMENT

Our goal IS to provide trained citizen volunteer patrol units, who are non­
conFrontational, to conduct high viSibility vehicle patrols within Sacramento's residential
and commercial neighborhoods These citizen patrol units will provide sworn officers
wltll an additional set of "eyes and ears"

Our members believe citizen involvement in the police department IS essential to tile
quality of liFe in the community of Sacramento

We believe crime reduction within our community occurs when citizen patrols are
observing, listenlOg, and inForming police so IOtervention in problems can take place

We will act as "Ambassadors of Good Will" while patrolling, by giving the public the
opportunity to become familiar With services provided by the Sacramento Police
Department as well as a better understandlOg of tile inner workings of the Police
Department.

2
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A Bnef History of Sacramento

The City of Sacramento was founded In J 849 and is the oldest incorporated city In
California Until MeXICO gained liS II1dependence from SpaIn In J 821 and asscJ1cd
domimon over Alta California, the Sacramento Valley was unknown temtory to all but
the Miwok and other native populations, and a few European and American explorels In
the J 830's and 1840's, however, the MeXican governors of California extended their
II1nuence by granting laIge chunks of land 111 the Interior of California to their supporters
One who benefited fTOm such oPPoI1unities was John (or Johann) Sutter, who received
48,400 acres of land from Govemor Alvarado 111 1844 and buill a fort and thnving ranch
near the connuence of the American and Sacramento rivers - the site of modem-day
Sacramento

At first, Suiter's scltlement was mainly known as a stopping pOint for the travelers \\ ho
traveled out to California from the East But, after the discovery of gold at Suiter's
sawmill in JanuaIY 1848, waves of gold seekers Invaded the area, creatlllg a tent clly
along the Sacramento RJver In J 849,2000 people lived in the senlement That number
had men to 9,000 a yeaI later, and Sacranlento continued to grow quickly lis
establishment as the State Capitol In 1854 ensured Sacramento's future as one of the
West's most impoI1ant cities

Today, Sacramento has grown II1to the eighth-largest cllY In California (by population)
With over 400,000 residents Sacramento attracted people from the entire world in the
1800's and still does today, creating a culturally diverse commlJllIty State, local and
Federal governments arc its biggest employers, trade and industry nourish, as do
finanCial, real estate and other types of ser.lces

6
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CODE OF CONDUCT

It is essential that the public we serve have trust In Its police organization Everytiling
we do as an organization needs to strengthen that trust In order to further this goal,
the Sacramento Police Department must work as a team to achieve our mission based
on department values

TRUST
We work to develop an atmosphere of trust among ourselves
We honor our words and keep our commitment
We are worthy of tile public's trust

ETHICS
Honesty and truthfulness are essential
Our integrity will be exemplary ..
Our conduct will serve as an example to all

ACCOUNTABILITY
We will carry out our Job responsibilities In a conscientious
and professional manner.
We will be accountable for our performance and the
Department's success

~1UTUAL RESPECT
We are committed to treating each other and the community
with courtesy and dignity

3



STANDARDS OF CONDUCT

Whenever people gather together to achieve goals, some rules are essential to help
everyone work efficiently, effectively, and harmoniously As V1PS we hold ourselves to
a high standard of quality

By volunteering with the Department, you accept a responsibility to V1PS and to your
fellow volunteers and the police department to adhere to certain specific rules of
behavior and conduct The purpose of these rules is not to restrict your rights, but
rather to be certain that you understand what conduct is expected and necessary

UNACCEPTABLE AmVmES

Generally speaking, we expect each person to act in a mature and responsible manner
at all times However, to avoid any confusion, some of the more obVIOUS unacceptable
activities are noted below Your avoidance of these activities Will be to your benefit as
well as add to the professionalism of the V1PS If you have any questions concerning
any volunteer safety rule, or any of the unacceptable activities listed, please see your
Volunteer Coordinator for an explanation.

Occurrences of any of the following violations because of their seriousness, will result in
Immediate dismissal without warning.

Willful violation of any Department rules, any deliberate action that IS extreme In

nature and is obviously detrimental to V1PS

Willful violation of security or safety rules or failure to obseNe safety rules of
VIPS safety practices; failure to wear required safety equipment; tampering with
V1P5 equipment or safety equipment

Negligence or any careless action which endangers the life or safety of another
person

Being intoxicated or under the influence of contTolled substance drugs while
volunteering; use or possession or sale of controlled substance drugs in any
quantity while on department premises except medications preScribed by a
phySician which do not impair volunteer performance

Unauthorized possession of dangerous or illegal firearms, weapons, or explosives
on department property or while on duty

Engage in criminal conduct or acts of violence, or making thl"eats of violence

4



toward anyone on department premises or when representing VIPS, fighting, or
horseplay or provoking a fight on department propel1:y, or negligent damage of
property

Insubordination or refusing to obey instructions properly Issued by your
Volunteer Coordinator

Threatening, intimidating or coercing fellow volunteers on or off the premises ­
at any time, for any purpose

Theft of department property or the property of fellow volunteers, unauthorized
possession or removal of any department property, Including documents, from
the premises without pnor permission from management, unauthorized use of
department equipment or property for personal reasons; using department
equipment for profit.

Dishonesty, willful falsification or misrepresentation on your application for
volunteering or other volunteer records, alteration of department records or
other department documents

Breach of confidentiality of personnel information

Malicious gossip and/or spreading rumors, engaging in behaVior designed to
create discord and lack of harmony, interfenng with another volunteer on the
Job, willfully restricting volunteer output or encouraging others to do the same

Immoral conduct or indecency that could reflect negatively on the Department

Signature of Volunteer

Date

5



CONFIDENTIALITY

CONFlDENTIALITY IS MANDATORY I As a volunteer, you will be exposed to sensitive
Information You must treat all information you see, hear, or become aware of while
working for the Police Department as conFidential Volunteers may discuss or give
official Information only to persons for whom the information is Intended, as directed by
superiors or as required by law Such information includes personal addresses or phone
numbers of Police Department staff, as well as all reports dealing With members of the
public. The content of any crimrnal record or investigation in the department shall be
shown or divulged only to authorized persons Do not share or reveal anything to
anyone outside of the Department

Any violation of confidentiality will result In immediate dismissal from the Volunteer
Program, and exposes you to the possibility of Civil and crrminal charges

MEDIA RELATIONS

In the course of your duties you may be at the scene of an aCCident, crime or press
conference Do not tell your version of the story to anyone at the scene Direct all
press to the officer in charge, the PIO or the Watch Commander Simply state that you
cannot make any statements and they should talk with the appropriate police
personnel/media coordinator for any information

6



WHAT VIPS EXPECTS OF YOU

Your first responsibility IS to know your duties and how to perform them promptly.
correctly, and pleasantly Secondly, you are expected to cooperate with
management and your fellow volunteers to maintain a good team attitude How
you Interact with fellow volunteers, staff and those whom VIPS serves. and how
you accept direction can affect the success of your department In turn, the
performance of one person can impact the entire service offered by VIPS
Consequently, whatever your position, you have an important assignment
perform every task to the best of your ability The result will be a better
performance for the organization and Police Department overall

You are strongly encouraged to grasp opportunities for personal development
that are offered to you This handbook offers insight on how you can positively
perform to the best of your ability to meet and exceed the VIPS expectations

We strongly believe you should have the right to make your own choices in
matters that concern and control your life We believe in direct access
management We are dedicated to making VIPS an organization where you can
approach your Volunteer Coordinator, or any member of management, to discuss
any problem. concern. or question We expect you to voice your opinions and
contribute your suggestions to improve the quality of VIPS Please communicate
with each other and management

Remember, you help create the healthful. pleasant and safe volunteering
conditions that VIPS intends for you Your dignity and that of fellow volunteers,
as well as that of our clients, is Important VIPS needs your help to make
volunteering enjoyable and rewarding



WHAT YOU CAN EXPECT FROM VIPS

Be assigned appropriate assignments according to skills, availability, and training

2 Be trusted with conndentlal Information that will help you carry out assignments

3 Receive orientation, training, and supervision for the jobs you accept and know
why you are being asked to do a particular task

Expect that your time will not be wasted by lack of planning, coordination and
cooperation within the department

5 Receive regular consultation for a review ofjob performance

6 Expect that your Individual rights will be respected, and that all volunteers will be
treated with courtesy and consideration

7 Have approprrate designed work space, Including consideration for physical
disabilities.

8 Current VIPS will be given first preference for vacancies whenever possible

9 Discuss any problem with the volunteer coordinator or representative of the
Sacramento Police Department, receive prompt and Fair adjustment of any
complaints which may anse

8
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SACRAMENTO POLICE DEPARTMENT
VOLUNTEER POLICIES

Absences - Police Department personnel rely on your dependability for
assignments If you can't make a shift it is your responsibility to call other available
members from the roster to fill the assignment. lf you are unable to locate a
replacement, contact the Volunteer Coordinator, who will assist you If possible, please
give at least 21 hours advance notice of any problem with a shift assignment

Accidents - Tell your supervisor immediately about accidents and mishaps on the Job,
no matter how minor. Do not hesitate to tell your supervisor if you have been assigned
a task that might endanger your health or safety

Appearance - You are expected to dress and groom In accordance with accepted social
and business standards, particularly If your Job involves dealing With clients or Visitors In
person. A neat, tasteful appearance contributes to the positive Impression you make on
our clients You are expected to be sUitably attired and groomed during volunteer hours
or when representing V1PS A good, clean appearance bolsters your own pOise and self­
confidence and greatly enhances our department image Personal appearance should be
a matter of concern for each volunteer If your Volunteer Coordinator feels your attire IS
out of place, you may be asked to leave your assignment until you are properly attired

Chain of Command - Volunteers are expected to follow the established charn of
command to resolve any problems You should diSCUSS your concerns With your
supervisor first, and then contact the Volunteer Coordinator if the problem IS not
resolved Jf something is bothering you, then talk It over, don't remarn silently
frustrated

Commitment of Time - We ask all volunteers to work a minimum of (4) four hours per
week for at least six months. From time to time, we may ask If you are available to help
Wltll special assignments Failure to meet the monthly minimum service hours required
may result in your suspension or dismissal from the program

Complaints - In the event a complaint is received from a citizen or other members of
the Department about your conduct, the Sacramento Police Department will hold the
right to review your suitability for the program

Il



Computer Software (Unauthorized Copying) - V1PS does not condone tile illegal
duplicatIOn of software Tile copYright law IS clear The copyright holder given certain
exclusive rights, Including the right to make and distribute copies Title 17 of the U S
states that "It IS illegal to make or distribute copies of copyrighted material without
authorIZation" (Section 106) The only exception is the user's right to make a backup
copy for archival purposes (Section 117) The law protects the exclusive rights of the
copyright holder and does not give users the right to copy software unless a backup
copy IS not provided by the manufacturer Unauthorized duplication of software IS a
Federal crime

Conflict of Interest Employment - Volunteers shall not be employed In any
occupation, or have an ownerShip in any bUSiness which is in conflict With the ethical,
moral, or professional standards of the law enforcement profeSSion, or any other
occupation deemed by the Chief of Police to be In conflict with the best interests of the
City of Sacramento or the Sacramento Police Department Applicants may request
waiver from the listed restrictIOns from the Chief of Police Volunteers must inform the
Department In writing within '18 hours of any changes to their regular occupation,
bUSiness, or business affiliations

Suspension! Dismissal - Any occurrences outlined in the Standards of Conduct, a copy
of which has been supplied to all VIPS members, can result In immediate dismissal
Without warning Please read the Standards of Conduct carefully Other Violations of
policies, such as lack of required hours, or not attending regularly scheduled monthly
meetings, may result In your suspension from the program for a time or your dismissal
At any time the Volunteer Coordinator reserves the right to dismiss any member for
cause

Duties - Members must be willing to fulfill a variety of program tasks

Enforcement Action - No enforcement action, under any CIrcumstances, Will be taken
by a VIPS volunteer

Harassment - V1PS intends to provide a volunteer environment that IS pleasant,
healthful, comfortable, and free from Intimidation, hostility or other offenses WhlCll might
Interfere with the volunteer performance It is the policy of the City of Sacramento to
provide a productive and pleasant working environment and to ensure that all employees
and volunteers are treated With respect and dignity To thiS end, the City will not
condone any form of sexual harassment in the workplace Such conduct by a City
employee or volunteer, or tolerance of sexual harassment [iY a supervisor shall not be
permitted, and disciplinary action up to and including termination shall be taken against
an employee or volunteer engaging in unlawful sexual harassment

I J



Harassment can take several forms It may be, but IS not limited to, words, signs,
Jokes, pranks, intimidation, phYCilcal contact, or violence Sexual harassment may
Include unwelcome sexual advances, requests for sexual favors, other verbal or physical
contact of a sexual nature when such contact creates an Intimidating environment,
prevents an individual from effectively performing the duties of their POSition, or when
such conduct IS made a COndition of volunteering, either Implicitly or explicitly

As a VI PS volunteer, you are responsible for keepillg our volunteer environment free of
harassment Any volunteer who becomes aware of an InCident of harassment, whether
by witnessing the incident or being told of It, must report It to your Volunteer
Coordinator or any management staff with whom you feel comforiable. When VIPS
becomes aware that harassment might eXist, It IS obligated by law to take prompt action,
whether or not the victim wants the department to do so

Identification Badges - Volunteers will be issued a photo Identification badge It may
not be used off duty for identification purposes, or to obtain any favorable treatment,
gratuity, or service The badge must be displayed while on duty or In a department
faCility The badge must not be worn when off duty The 10 is tile propenty of the
Sacramento Police Department and must be surrendered when service IS terminated
You shall immediately report if your identification badge is lost or misplaced lmproper
use of your badge can be grounds for your dismissal from the program

Liability - Volunteers should keep in mind the Inherent liability placed upon the City of
Sacramento whenever they are on duty Even though V1PS are non-sworn, volunteer
personnel you must realize that your actions will be Judged the same as any Police
Department employee You are reminded of the Importance of conduct III the eyes and
ears of the public.

Medications - Do not use any preScription or over-the-counter medication which causes
drowsiness or hampers your duties in any way before reporting for duty or while on
duty

Monthly Meetings - Attendance is mandatory. Valuable information and additional
training Will be given at these meetings 1f you are unable to attend, you must contact
the Volunteer Coordinator and let them know

Paperwork - Members must be able to fill out necessary paperwork

Parking - At Stations - authorized areas only

Personal Information - Notify the Volunteer Coordinator If your address, phone
numbers, or emergency information changes We need to be able to reach you or a
member of your family

14



Personal Telephone Calls - Personal telephone calis should IJe kept to a nlinllllUm and
should not Interfere With City business No pel'sonal long distance calls may be made
unless charged to your home phone or credit card account

Personal Use of Property - In some instances volunteers may be allowed to borrow
certain department tools or equipment for tlle!r own personal use while on our premises
In no Instances may thiS be done off our premises, or witllout prior management
approval

Police Department Rules & Regulations - Become familiar With these All members
are subject to dlscipllfle for violation of Sacramento Police Department PoliCies
& Procedures

Reporting for Work - Members working patrol should report 15 minutes ahead of their
assigned shift time Be punctual. If you are running late, call your supervisor

Resignation - If you need to resign your volunteer POSition, please notify your
supervisor and the Volunteer Coordinator as soon as pOSSible Return your volunteer lD
badge and any other Department property Issued to you

Safety and Injuries - The Sacramento Police Department regards the personnel of tillS
Department as ItS most valuable asset It IS the poliCY of this department to conduct all
operations With the utmost concern for personnel, equipment, vehicles, and faCilities
Therefore, the practice of safety and the prevention of accidents shall be the
responsibility of all volunteers However, if you are Injured, report the Injury to your
supervisor immediately

Security - ~1aintaining the security of the Sacramento Police Department bUilding and
vehicles IS every volunteer's responsibility

, Always keep cash properly stored.
- Know the location of fire/safety equipment and be familiar With their proper use
, Make sure all entrances are properiy locked and secured

Smoking - There is no smoking permitted In any City of Sacramento building or vehicle
Smoking areas are located at each entrance of the Police Department

Substance Abuse - Being intoxicated or under the innuence of a controlled substance
drug while volunteering, use, possession or sale of controlled substance drugs in any
quantity while on an department premises, except medications presmbed by a
physician, which do not impair volunteer performance, WII! result in Immediate
dismissal The Sacramento Police Department has a zero tolerance pOliCy for alcohol and
controlled substance abuse

Theft - Theft is a serious problem Theft of any type will not be tolerated by VIPS We
consider theft to be the unauthOrized use of department services or facilities or the

IS



taking of any department pi operty for personal use wlthou' permission The follOWing
list of examples If not ali-Inclusive, does proVide illustrations of several activities WI,ICI,
are unacceptable

'Use of Department copy machll1es for personal use - The office copiers are not
provided as a free service to volunteers If you wish to use an department copier
for personal needs, follow the established procedure for reimbursement

'Use of Computers - Personal computers are to be used exclUSively for bUSiness
Permission may be given for the use of personal computers dUring non-busll1ess

hours 50 long as the volunteers request permission, and supply their own
diskettes

Time Sheets - Every time you work, record your hours on the time sheet. This time
sheet should be turned in monthly to the Volunteer Coordinator Time spent at monthly
meetings and training sessions will be recorded on monthly activity sheets, and unless
otherwise authorized, are not part of the sixteen hour monthly minimum Records of
volunteer hours are a measure of the effectiveness of the program and your own
contribution to the comnlunlty

Traffic Violations - If you are authOrized to operate an department vehicle in the
course of your assigned volunteer work, or if you operate your own vehicle In performing
your job, you will be considered completely responSible for any aCCidents, fines, or traffic
Violations InclJrred

Training Requirements - All volunteers are expected to partiCipate 111 a formal tralnll1g
program to acquall1t them With the Police Department and some procedures necessary
for their role. In addition, they may be required to partiCipate In additional training for
speCific assignments Within the Department

Uniforms - Dept approved only - With Dept 10 Card

Use of Department Vehicles - You may use an department vehicle to aCCOmpllSll
department bUSiness at the direction of a supervisor If you are authOrIZed to use a
Police Department vehicle, you must be a licensed driver, obey all traffic laws (Including
parking regulations), and not allow unauthOrIZed persons to operate or ride In an
department vehicle

Weapons - No form of any weapon is to be carried ..
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VOLUNTEERS PATROL VEHICLE

The vehicle will be locked at all times when left unattended, and no smoking Will
be permitted inside the vehicle

2 Drivers must carry a valid driver's license at all times and pass a driver's
awareness course. No unauthorized or uncertified dnvers are allowed to drive
City vehicles.

3 There are to be no unauthorized passengers In city vehicles

4 ~1embers are responsible For making sure their vehicles are fueled and parked at
the end of each shift

5 Any traffic accident or immediate repairs to vehicle must be Immediately reported
to the shift supervisor

6 Personal vehicles are NOT to be used for patrol functions

7 Members must operate the vehicles In a safe manner, obeying all traffiC laws,
inclUding parking provisions

USE OF THE RADIO

Radios must only be used for essential communications and courtesy is expected

2 Portable radiO belt holders must be used whenever a portable radio IS used
Replacement cost for a portable radiO IS $2,600 00

3 Radios are NOT to be taken home for any reason

'1 The portable radios are NOT to be held by their antennas

5 Any loss, malFunction, or breakage of a radiO must be reported Immediately to the
shift supervisor.

6 RadiOS are to be placed back In charging bank at end of watch.
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\1 ""1 0 HAW) [J ,~J

TO: /III ('I y Empluyees

r RO\J: Human Hcsources Deparlmcnl
Workers' Compensallon [jnl!

SUBJECT: THEA TING FACILITIES FOR ON rIlE JOB Ii\JUR1ES

Effective Immediately all Injured \lorkers' may Ireal at one oflhe follOWing medica! fae,l,l,es for
:njUflCS OCCUrring on Ihe job All Kaiser Occupational ,~'ledlclne (11Ilie5 and Ihe Medel,n,c of
Sacramenlo Please see Ihe 311aehed document for the local Ions and hours of opera','on

PLEASE NOTE: 1/&1/ Occupation:ll "ledical Group is no lunger cO/lsidered a Cit) of
Sacramento preferred pro\ ider

IOu may lical \lIth lOur o\"n personal phySICian proVided Ihal he Or she IS your regular prllnar)'
care phySICian who has prevIOusly dllccled your medical treatment alld \"ho relalns your
medical records Including youl med,cal hlS/ory You muSI pre-deslgnale jOur personal
phySICian prior 10 thc IIlJur) r'!tase be adVised lhal you should "cllfy \\llh )our treallllg
phYSiCian [hal he or she 15 "'dlll1g In Ireal II olkers CompensallOn InJUIICS If /lot, \OU must be
st'ef' al O:JC o( the :::bc\e facJlIllcs

Please cllculale 11m memo alld al1aChmcnl 10 an) et) emplo) ecs Ihal may 00: ha"c acccss III
Group \\i 15C
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CITI OF SACRA;\JENTO

EiHPLOYEE NOTIFICATION OF PEHSO,\',U I)Jn'SICH.S

TO \\ OHKERS' COi\IPENSA TION UNIl
RISK i\lANAGEMENT

SUBJECT: NOTICE TO EMPLOYER OF PERSONAL PHYSICI AN

:vil pelson"1 physlcI3n IS

NAi\IE

CITY/ZIP

PHONEIt

NAME

SIGNAIURE

CLASS1FICATJON

FORM DISTI<IBUTJON
\\olkcr s CompcnsJ!lon

1\\/l1lle)

FORM .0') :1186 (7101))

DEPA RTi\,i ENT

DATE

DepJnrncnl
(Pm); )

"4

_____Oi\G#

Employee
(Yellow)
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4. POUC). Ei\TORCDfEJ\'T

'::] The Cbi:::f Inforc12tJoD Officc:r (Cro) and blS or ber desIgnee sDell ha'.'c the pn.~Tlar_r ~t'SJJor.E:bllJ!i

[or cnJorcmg tlus'~_,.Pl Tnc CIO -,vIlJ be rtS?0:.1SJblt [or Lbe es:abl.lshrTlcDi cfpolJcJC::s, 0r<::f3cDg

procedures aDd gwdelines go\'cu1ing w:: !eChLJcaJ 2.fcbJtecrure, usage, SCC1JT11)}, back:.!p aod
recovery for fr resources

~ 2 Any user who violales thJs API may be subject 10 dJsclplme, liD 10 wd mcludlDg emplO)mEnt or
cootracllel1JllJJaooiJ, aLd c]l'd and cT'JIWJal babwly and rcruo\'al from CII)' premises

~ 3 Any user lcamlDg of or rC2.Sonably suspecong any misuse oUT rCSOUIces stall DOtLfy bls or ber
super>lsor ",bo sbaJJ ooofy the CJO or ills or her designee

~ 4 AIlY user who receives commUIJicaooo or rness3g'.J)g that he or she reasonably suspects may be
lLegill or rnay reasonaoly De considered offcD.si·~e, d.i3Tup::i ... C, ta.--a.sSL::g, c!e!~2!Q;Y c';
IbrcaleillDg to\\3fds the Clfy, any user, or any tllJJd party slliJJ ad>1se ills or ber supemsor, wbo
sbalJ DOtLfy the CIO or ills or her designee

4 5 The absence of ~mnen pobcles, procedUIcs, Slalldzrds, or gUJdellDes governmg a spectfic Issue
does Dol relJeve L1:Je user from L1:Je respouslbully for the acceptable use IDd secUIlty ofCtly
provided IT resaUIces

~ 6 Autbomanon 10 access IT resoUIces musl have defined cnlem for evaluation and appro'- aJ The
2l1tbonzaooD cntena must be revie",ed and approved by the CIO or 1m or ber deSIgnees

~ 7 lUJ IT reSOUIce users meSI complete and submli a '1Jser Acknowledgement Fom]" (Exlubll A III

thJs6J'I) Ex,snIlg employees shall complele and subillJt tlle form witbm 30 ciays of
unplemenliltJon New employees slliJJ complete and subrml the form at the time of hut

5 ACCEPTABLE USE

5 I The CIty L5 tlle sole O\\1JcT and may moD.ilor and dJsclose conlCTIlS and usage al aJJ)' lJroe of any IT
resources pro\~ded 10 llSCTS There is 00 reasooable expectaoao of pnvacy ill the use of any JT
resource

5 2 Users arc responsIble for the acceptable usc acd sewnty of IT reSOtrrces deslgnaled for theu use
even if another group, dJ\lSioll or agency has beeo subcootracted 10 prov'lde tbe SUppor1 for these
resources FLL1bcrmorc, Jf rr reSOUIces 3fe los!, siolen, sold or released whJJe III the possessioo 0 f
3 user, the user rna)' be S'Cbject to ciJsclpbne, up 10 acd IIlcludmg employmenl or cootract
termirJaoofl, and ciVll and crimmal babwty acd removal from City premises

5 3 IT resotrrces shaD be used for official CIty huslDess IT resources may also be llSed for incidental
personalllsc, so loog as sucb use does oo! resuJlill a signiliC2111 mooetary eX"]JendilUrC to the Cil)'
or LDvolve the cxpenciJture of a Significant amauct oftlme by the user aIVay from ills or heT Job
duties SuperVIsor)' personnel i'fe responsible for WrutlDg per>ooaJ use of IT resources

5 ~ Abuse ofthLs pobcy IT13y subject the user 10 dLsciptme, up to wd illcluc:lrng employmmt or
contract leITIlloaooo and removal from CIty prcrDJses 10 delCrr:n.lillDg whether to lillpose
ruscipbne, the foUo'W11Jg fattors wl11 be lilkeo IIlIO accoucl (I) whether the use IIlterferes \"lth the

City 01 Sacramento
Inforrna!lon Technology Resource PoliCY
05/2002
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EXJIJBlTJ. - L'SER\Ch.\O\\LEDCL\TL'\T

l, slh.'r.ed pa~iCI copy of Lt}JS f:.J!~~ must be 5ubt:llJt1.ec, 2.S mdJc31.eO In secnOr:i 4 I of u;c TT ?"esc:JjCC

Pauey. fo;" aULhonz311oD 0 i Cl Dc\\,. LlSC1- ID and. Dr access 10 aDy Jn~JnJJ2LiOn T:.:cblJojog~, (IT) resouccs

:'\..JJ ekc:.rorl:c ackJio:,; JedgcmCD! [nus: be cor:::pJc!ed for CluthorlZat!On of a cb3.Gg~ in prl nJcgcs
3-ssoclalcd ";"ltb an cXJStlDg user-ill, or penoruc reautbonzatlon ofao e~J5tlng user-ill Tte CHyVdU
nol accept modJ..£icatlOD to the leT"'"..D,S a:c CODWtJOIlS 0[thJ5 agreeruent

User Name (Pnnted). _

Users DcparfJn co [ Org# _

., ....... ...,.."" 1.. L
user s OUSLIJeSS 1 tJ(;POO~.lt: l '\,. uflJUCI _

User's BuslDess Address ------------------------

L Ite user, agree to Llke aJJ reasonable precauoolls 10 assUJc tlje CJty's mternaJ illfoITD200ll, or
UJformabon lbar bas beeo eotrusted [0 the (11)' by thud parnes (s1Jcb as customers), \\cill not be
dJsclosed to uoauthonzed persons Allbe eod of my employmeot, appOllJlTTICJJI, or contracl, ""lth the
(Il) J agree [0 return 10 lbe (IIY aJJ mformaooo 10 willcb I bave bad access ill order 10 do myJob I
wlderstand Wat I am oor auUJonzed to use tills wforrn.aooo for my 0'1'1) purposes, nor am ra[ bbmy 10

prD'.1de tbJs mformaoo!J to tltJrd p211Jes V,lWOUI We o;1Jress Wlll1cn cOllseol of we ClIy Manager

I have access 10 a copyoftJJC City's InfoiUJaocn Technology Resource PoLcy (API 1130) llun e read
and und=tarJd tbJ,S po!Jcy and 115 rclaboDsrup 10 my Job As a cOlJrubon of contiDuee employmc:nl
"ltIJ ibe Clfy, I agree 10 abIde by Ltc (I[Y'S lllfoiWatiO;J Tecbnobgy Reso:.rrce Policy (AP] ~Jr)) ]
understand that wnl1en rr Resource GwdelllJes w'JJ be establisbed for IT resources, In COo)uocoon
1\1tIJ Uus poiley, and tl:L3l the vmMeo guidelllJes ""Ill be made avaJJable by the lnfonmnoo Tecimoiob'J
DeparnIJelJ[ on L~e CIly'S LntrJJJet web Sile IT gwdelines WlIJ be updated and communicaled to aU
users of [be resource I wilJ reaLI updates as the) are made available and will adJ:Jcre 10 them I
understand that Don-compilance may be cause for syslem pnvllege revoeaoon, ruselplinary acDon up
10 and illciudwg lemJ1llaOOo, as well as CT1lJJJl]a! or el\1J pel12Joes

I also agree to promp[ly report aL vlolalioDS or suspecled vlOlahocs of !nfonnalion Teclmology
Resource PoLcies and Gwdelines 10 my S1Jpm'ISOr, \\ bo slJaJJ noofy the CIO 01 ills or ber deSignee

User SIgJl2t1JJC & Dale

'":,Iy of Sacramento
lformatlon Technology Resource PoliCY

05/2002
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Complaint Resolution Procedure

The Equal Emplo)T11enl Opponurury (EEO) Manager will In\C5llgale and anCJ1J[Ji rcsolllllon of
d,scnmmatlon or harassmcnl complaJnls m accordance VI Ilh Lilc CII;(S l,Jlcrnoi DrscnmlnCI'O!1

Comp/cll1l Resoiu/lon Gwde Individuals are encoUJaged 10 ImmedJalcly repon any act of
d,scnmmatlon or harassmenl 10 thel! IlTuncdJ31e super,',sor or depanment head. or 10 the EEO
!\lanager (."64- 5270) to facilll.3te qUlck and faii resolullon

DRUG-FREE WORKPLACLEQJ.,JCY

In accordance wlLil Lile federal grant requirements eSlabllshed by Lile Drug-Free Workplace ACI
of 1988, Lile CJt')' of Sacramento bas a drug-free workplace poliCy

I) Unless legally authonzed to do so, employees are prohjblled from manufactunng.
dlsmbullng, dlspensmg, usmg, co QSWTlJD g, InJectmg, possessmg, bemg under the
mlluence of, sellmg Dr offenog for sale. m Lile workplace or "hile on dut') any
controlled substance as tJ,C lancr IS defined In the Call fomla Health and Safely
Code

2)AJ1 employee shall nonfy wslber lInJTed,ale supervisor of any cnmmal drug
S12fUle conVICllon he/sbe received for a "JOlanon occUfTU1g In the workplace or
".rule on duty no later than five (5) calend2lJ days afler such conViction

The Clry WIll notify Ihe federal agency m wnl1.IJg wlLhmlen (10) calendar days
after recelvmg nOllce of conViction from Lile employee The CII')' will also take, al
liS dlscrenon. one or both of the followmg acnons wlLbun ibmv DO) calendar day s
of receiving notice of COOVlction from the employee

a Take appropnale persormel actToo agaunsl Lile employee up 10 and lJ1ciudll1£
terrru nation, or

b Requue the employee 10 participate satlsfaclonly ill a drug abuse asSlSt2!1Ce or
rehabill12llOn program

3) A vlol3llon of tJus policy will subject an employee to dJsclplillary acuoo, up to
and includIng tWTUJl 311 on

The Clry IS comrrut1ed to provldlJ1g a safe workplace for ItS employees An essCl1l1al pM of trus
commitment IS keeping Ihe work enVlronment free from illegal drugs The Employee AsSISlance
Program "as established In recogrulion that substance abuse can be effecllvely trealed and
abusers rehabilllated \V,tJl yOUJ cooperation the CII')' can mamtam a drug-free workplace
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The CII)' of Sacramenlo \',i1i cnforcedlsclpilnary action agamsi anypcrsol1 \\ho lhreal:':ns or
r,smualcs eliher cxpllcilly or Imphclti), lnat an tmplo\c.e's rcfusallo c,ubmlito sexuill aeh 2nee

\\'111 ad\ ersely afreci the employee s employmeol, e\aluallon, wages, advanccmem, assigned
duties, shlflS, or any condition of emploYTnent or career de\elopment TIllS dlsclphnc can Include
iCn11ln3110n

PoliO" Implementation

Eacb department head IS responslbie for ensun.ng mal me "'ork en\lrOnmentls free of so:u3i
harassment by I) havmg maJJagers and supervisors Inform all employees under therr ciJrecnon of
the Clly pohcy and complain! resolUllon proceduse, 2) requlflng managers and supervisors 10

reoon Ll1SlanCes of sexual harassment 10 melr unmedlate super.1sor, department head. or the, . '

EEO Manager and, 3) postmg thJS pollcv In conspicuous locallons wlUlln the workplace

£,::omplainl Resnlution Procedure

T1Je Equal Emplojwenr 0PP0r1llrury IIEO) I\·janager (or deslgnale) \\lllm\'estlg3te or auempt
resolution of sexual harassment complamts m accordance wlth UJe Clr;.-'s Dlscrzrnl110lI0l1

Camp/ollll Relo/u/lol1 GUide Emplo\'ees subJecled to acts of sexual harassment should conSider
requesting !he persons Involved 10 cease from such harassment and shaJllmmedl3tel)' repon such
conductIO the EEO l\'lanager aI264-5270 or the appropnate supenlsor or manager tn me
depanment

DISABILlfV DISCRJI\11NA nON

D:SCiLiTIdlaIJOrl GIl the basi:; cf dlsabl1lr, agamst llf::." lnc:vldu21, 2pplJ:::ant or 2~ ~;J;pl()ye::: \"ha :~

a qualtfied mdlvldual wltb a d,sabrltrj. by a supervisor, management employee or cowotker IS
nOI condoned and ",ill not be tolerated TIllS policy applies 10 ule Job appllcatlon process and aJl
terms and condJllons of emplojment IOcluciJng, but not hmned to recrulLment, hmng. rrairung,
assignment, promotion., compensation, lTa.nsfer, layoff retllStatement, benefits, cduc31Jon.
dlsclplmc and also In Ule provIsion of C,ry programs and ser.1ces

1\11 complamts of d,scnmmat,on on me basiS of disablliry wJ!1 be promptly and objectively
LJwesllgaled DlsClplln,Uj action up to and LDcludmg temunallon "111 be Instituted for behaVior
prohlblled by um poliCY Any retaliation against a person filurg a dJscruillJ1atlon charge or
maJung a d,scrun.manon complalDi IS problblted



\,\rERICA!'iS wITH DISABILITIES .>,CT

The (I!y of Sacramento does nOI dlscnrrunalc on the basIs of dlsabJiJr~' In the admiSSion or
access 10, or trealJ11ent or employment m, liS programs or aLtlVllles Kenneth M Fierrung,921
Tenth Street, SUite 401, Sacramento, CA 95814, (916) 264- 52 70 [Voice] 264- 76- 73 [Fax] 264
5714 [IDD] has been deSignated to coordmate compliance "Ith the non-dlscllJ11J1Jatlon
requIrements con tamed m Department of Jusnce reg1Jiattons Implemenllng Tille 11 of Ihe
Amencam; With DlsabJillies Act (ADA), lIlclud.Jng seCllon 35107 Lnformallon concelTllJ1g the
prOVISions of the Amencans With Disabilities Act, and the nghts provided thereunder, IS
available from tlle ADA coordmator, and from the Office of the Am en cam; With Disabilities ct.
(IYI I RJghts DIVISion, U S Department of Jusllce, Washunglon, DC 20035-6 I J 8, (202) 514-030 J

[Voice) 514-0381 ITDDl
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C:tiy 01 Sacramento
;'fJr't'1lfltSI1811\;C Policy Insl l ucllons

C Reporting

Every employee has the responslbilily to Immedlatell' repon to his or Iler supervisor or
department salety representaille any vlolallons 01 Ih,s policy This Includes employees
who are aware 01 violence or threats 01 violence Ihal may create a IIsk 01 harm 10 the
employee or others In the workplace by a City employee or any olher person wheiller
occurrrng In or away' from the workplace All reports will be promptly and thoroughly
Investigated

III Retaliation

The Cily will not tolerate any type of retallallon agalnsl an employee WllO repons
workplace Violence or the threat 01 Violence

IV Restraining Orders

If an emptoyee has a restraining order agamst anolher employee or that Involves a city
workplace the employee musl repor1 iI to h,s/iler supervisor Copies of restraining orders
wilh prool of service should be retained on site to assist POlice In the evenl a Violation
occurs

J Departmental Responslbilrlles

A Workplace Salely

Every depanment head will assess Ihe potentlat for Violence and lake measures to
malnlaln workplace salety Supervisors and managers will monitor the w,orkplace and
Immedlatety assess any vlolenl or IIlreatenlng behaVior even II the person or persons
engaged m the conduct are not their subordmates. or they have nol received a complaint

B Training

City University will provide mandatory training on thiS policy and preventing Violence In the
workplace Deparlment Heads are responSible for providing Ihe" stat! With Inlormatlon
about the prevention of workplace Violence and Violence-management teclinlques on a
pellod,c baSIS

C Departmentat Response to Vlotence

When a Violent action or threat IS brought to the allenl,on 01 a supervisor manager Of

departmenlal salety representalive an evaluallon of the severily 01 Ille situation must IJe
made Immediately II evacual,on IS necessary proceed In accordance wrlh the building
disaster plan

3



CI!/ Df Sacramer.!O
C\dfT'dnlstrall\'C PO!ICy InSiructlons

G Threat Assessment Team group conslsllng of managernenl personnel Irorn Labor
Relations Risk Management City At',orneys Office and tile Police Depaltment
formerly known as the Management Assessment/lnlerventlon Team (I\!1,l1,IT)

H Weapon an Inslrumenl. arilcte or substance which under the clfcurnstances In which
It IS used. or threatened to be used IS capable of causing phYSical Injul)' or death any
phYSical object which meets the crrlerra outlined In Calrfornla Penal Code Section
12020 or Sacramento City Code Section 9 32010

Workolace any place City business IS conducted Including Cily bUildings and properly
City vehicles. prrvate vehicles while used on Cily business. other assigned work
localions and off-Site training
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