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SACRAMENTO POLICE DEPARTMENT
GENERAL ORDERS

120.62

CHAIN OF COMMAND
06-93-94

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 shatl have two separate but related ranking orders of authority to reftect 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 Heutenant, 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:

cop

Office Chief

Division Commander/Manager
Section Commander/Administrator
Unit Supervisor
Shift/Team/Detail/Squad Leader

; Other employees.

B. COMMAND OF THE DEPARTMENT

1. The (COP) shall exercise command over ail 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.

@moaoTw
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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 erganizationa! 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, i.e., 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. UNIT/TEAM - A subdivision of a Section/District assigned to perform a specialized
activity.

. 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 organizationat chart, Diagram 120.01.01, shows the span of control

and delineates the chain of command within the Sacramento Police Department. All orders,

instructions, reports and formal communications shouid adhere to the routine channeis indicated

on this chart except in cases of emergency or routine coordination.

G.0O. 120.61
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Recerpt of Voluntcer Handbook
City of Sacramenio

Acknowledgment

I'have received a copy of the volunteer handbook that outhnes the pohicies and

procedures of the City of Sacramenio that were m effect at the date of publication | have
read and understand the information in it and agree 1o abide by the policies during my
volunteering  This handbook does not constitute a contractual arrangement or agreement
of any kind between the City of Sacramenio and 11s volunieers, including, but not limited

1o, the terms and conditions of volunleenng

] understand that 1 may request information from my supervisor or the City-wide
Volunteer Coordinator if 1 have any questions or concerns about any of the information

outiined in this handbook

I understand that these pelicies and procedures are evaluated on a continuai basis and
may be modified, amended or cancelled al any nme at the sole ophion of the City with or

withoul notice

Signature of Volunteer Date

Volunteer Services

Department of Human Resources
City of Sacramenio

021 Tenth Sireet, Fifih Floor
Sacramento, CA 95814

Phone (216) 808-8317

b



RECEIPT & ACKNOWLEDGMENT OF VIPS
VOLUNTEER HANDBOOK

This volunteer handbook s an important document intended to help you become
acquainted with VIPS This handbook will serve as a guide. It 1s not the final word in all
cases. Individual circumstances may call for individual attention

Please read the foliowing statements and sign below to indicate your receipt and
acknowledgment of the VIPS Handbook

I understand the policies and benefits described in the Volunteer Hancbock are
subject to change at the sole discretion of the VIPS Coordinator or the

Sacramento Police Department

I further understand my volunteering is terminable at will, either by me or VIPS,
regardless of the length of my volunteering.

. I am aware that during the course of my volunteering, confidential information
will be made availabie to me 1 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

[ understand that misuse of any equipment, Wdentification or misrepresentation
by me as any position other than a volunteer is absoiutely prohbited

Volunteer's Signature Date

Volunteer Coordinator’'s Signature Date
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Purpose of the Volunteer Handbook

The purpose of the volunteer handbhook 1s to provide information about the City of
Sacramenlo and 10 help answer some of the questions you may have as you begin
volunteering In addition 1o information about the City, the handbook ncludes forms and
policies apphcable to many volunteers  Your supervisor will discuss those with you
Please feel free to contact the City-wide Volunteer Coordinator 1f you have any guestions
or comments  Your input1s valuable in revising the handbook and providing trainmg to

volunleers and staff

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

You can expecl a general onentati:on (including this handbook) as well as training
specific to your assignment — oflen on-the-job training  Please ask questions if you need

more information about your lasks

You are part of a team of volunteers who provide 1ens of thousands of hours of service to
the City and 11s non-profit partners each year  We appreciale your service and we're

giad you are here!

Mary Lynn Perry

Cry-Wide Volunteer Coordinator

Department of Human Resources

Phone (916) BG8-8317

Email mperrv@ciivofsacramento org

Web Site. www cilvofsacramenlo org/ivolunteers




PURPOSE OF THIS HANDBQOOK

This handbook has been prepared to inform you about the Sacramento Police
Department’s VIPS (Volunteers In Police Services) history, philosophy, practices, and
policies, as well as the benefits provided to you a8s a valued volunteer and the conduct

expected from you.

No volunteer handbook can answer every questian, nor would we want to restrnct the
normal guestion 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 harmorious relationship

We hope this handbock 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 wiil gladly answer them We believe you will enjoy your volunteer work
and your fellow volunteers. We aiso believe you will ind 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 famihar with VIPS

and our policies.

VIPS's policies, benefits and rules, as explained in this handbook, may be changed from
time to fime 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
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INTRODUCTION

As a volunteer for the Sacramento Police Department you will soon realize many
responsiblities which accompany working within a police agency  Sworn personnel,
civihan 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
maintain its reputation of competence, credibility, and trust amoeng the community

As a volunteer for the Department yvou will have the opportunity to contrnbute to the
overall guality 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 ther police department As a police
department 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 Voilunteer Services  This handbook expiains program
rules and will serve as a reference for you during the time you are a volunteer
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MISSION STATEMENT

Our goal is to provide trained citizen volunteer patrol units, who are non-
confrontational, to conduct high visibiity vehicie patrols within Sacramento's residential
and commercial neighborhoods  These citizen patrol units wiil provide sworn officers

with an add:tional set of "eyes and ears "

Our members helieve citizen involvement in the police department is essential to the
guality of life in the community of Sacramento.

We believe crime reduction within our community occurs when citizen patrols are
cbserving, listening, and informing police so intervention in problems can take place

We will act as "Ambassadors of Good Wili" while patrolling, by giving the public the
opportunity to become familiar with services provided by the Sacramento Police
Department as well as a better understanding of the inner workings of the Police

Department.
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A Brief History of Sacramento

The City of Sacramento was founded in 1849 and 1s the oldest incorporaled cily 1n
Califorma  Unul Mexico gained 1ts independence from Spamn in 1821 and asserted
dominiton over Alta Califorma, the Sacramento Valley was unknown territory to all but
the Miwok and other native populations, and a few European and American exploreis In
the 1830’s and 1840’s, however, the Mexican governors of Califormia extended therr
influence by granting large chunks of land in the intenor of Califormia to their supporters
One who benefited from such opportunities was John (or Johann) Sutter, who received
48,400 acres of land from Governor Alvarado in 1844 and buiit a fort and thrving ranch
near the confluence of the Amencan and Sacramento rivers - the site of modem-day

Sacramento

Al first, Sutter's settlement was mainly known as a stopping point for the travelers wha
traveled cut to Califormia from the East  But, afier the discovery of poid at Sutter’s
sawmill in January 1848, waves of gold seekers invaded the area, creating a tent city
along the Sacramento River. In 1849, 2000 people hved in the settlement  That number
had risen to 9,000 a year later, and Sacramento continued to grow quickly s
estabiishment as the State Capitol in 1854 ensured Sacramento’s future as one of the

West's most important cities

Teday, Sacramento has grown into the eighth-larpest city in Califormia (by population)
with over 400,000 residents  Sacramento attracted people from the entire world 1n the
18007s and sull does today, creating a culturatly diverse commumlty  State, locat and
Federal governments are i15 biggest employers, trade and industry {lounsh, as do
financiat, real estate and other types of services
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CODE OF CONDUCT

It is essentiai that the public we serve have trust in its police organization  Everything
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 cur commitment.
We are worthy of the public’s trust.
ETHICS
. Honesty and truthfulness are essential
. Qur integrity will be exemplary.
. Our conduct will serve as an example to all
ACCOUNTABILITY
. We will carry out our job respensibiiities 1n a conscientious
and professional manner.
. We will be accountable for our performance and the

Department's success

MUTUAL RESPECT
We are committed to treating each other and the community

with courtesy and dignity



STANDARDS OF CONDUCT

Whenever people gather together to achieve goals, some rules are essential to help
everyone work efficiently, effectively, and harmonwously  As VIPS we hold ourselves to

a high standard of quality

By volunteering with the Department, you accept a responsibility to VIPS 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 ACTIVITIES

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 VIPS  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 sericusness, will result in
immediate dismissal without warning.

Whilful violation of any Department rules, any deliberate action that is extreme in
nature and is obviously detrimental to VIPS

. Willful viglation of security or safety rules or failure to observe safety rules of
VIPS safety practices; failure to wear required safety equipment, tampering with
VIPS equipment or safety equipment.

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

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

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

Engage in criminal conduct or acts of viclence, or making threats of violence



toward anyone on department premises or when representing VIPS, fighting, or
horsepiay or provoking a fight on department property, or neglhaent 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 prior permission from management, unauthorized use of

department equipment or property for personal reasons; using department
eguipment for profit.

Bishonesty, wiliful falsification or misrepresentation on your appiication for
volunteering or other volunteer records, alteration of department records or

cther department documents.

Breach of confidentiality of personnel information

Malicicus gossip and/or spreading rumors, engaging in behavior designed to
create discord and lack of harmony, interfering 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



CONFIDENTIALITY

CONFIDENTIALITY IS MANDATORY! As a volunteer, you will be exposed to sensitive
nformation. 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 toc 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 criminal record or investigation in the department shall be
shown or divuiged only to authorized persons. Do not share ¢r 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 pessibilty of civil and criminal charges

MEDIA RELATIONS

In the course of your duties you may be at the scene ¢f an accident, cnme 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 taik with the appropriate police
personnel/media coordinator for any information.



WHAT VIPS EXPECTS OF YOU

Your first responsibility is {o know your duties and how to perform them promptly.
correctly, and pleasantly Secondly, you are expected to cooperale with
management and your fellow voiunteers 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 bes! of your ability The result will be a better
performance for the organization and Police Department overall

You are strongly encouraged o 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
matiers that concern and control your iife  We believe in direct access
management We are dedicated to making VIFPS 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 traiming
Be trusted with confidential information that will help you carry out assignments

Receive orientation, training, and supervision for the jobs you accept and know
why you are being asked to do 2 particular task

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

Receive reqular consultation for a review of job performance.

Expect that vour individual rights will be respected, and that all volunteers will be
treated with courtesy and considerabion

Have appropriate designed work space, inctuding consideration for physical
disabilities.

Current VIPS will be given first preference for vacancies whenever possible

Discuss any prablem with the volunteer coordinator or representative of the
Sacramento Police Department, receive prompt and fair adjustment of any

complaints which may anse
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SACRAMENTO POLICE DEPARTMENT
VOLUNTEER POLICIES

Absences - Police Department personnel rely on your dependabihty 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. If you are unable to locate a
replacement, contact the Volunteer Coordinator, who wili 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 groemed during volunteer hours
or when representing VIPS. A good, clean appearance boisters your own poise and seif-
confidence and greatly enhances our department image. Personal appearance should be
a matter of concern for each velunteer If your Volunteer Cocrdinator feels your attire 1s
out of place, you may be asked to leave your assignment untd you are properly attired

Chain of Command - Volunteers are expected to foliow the established chain of
command te resolve any problems  You should discuss your concerns with your
supervisor first, and then contact the Volunteer Coordinator if the problem is not
resolved  If something is bothering you, then talk it over, don't remain 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 bime to time, we may ask if you are available to help
with special assignments  Failure to meet the monthly minimurn 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 Departrment about your conduct, the Sacramento Police Departrment wili hold the

right to review your suitability for the program



Computer Software (Unauthorized Copying) - VIPS does not condone the legal
duplcation of software. The copynght law is clear The copyright holder given certain
exclusive nights, including the nght 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
suthorization” (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 uniess a backup
copy 15 not provided by the manufacturer. Unauthorized duplication of software is a

Federal crime.

Conflict of Interest Employment - Volunteers shali 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 48 hours of any changes to their regular occupation,

business, or business affiliations.

Suspension/Dismissal - Any occcurrences outlined in the Standards of Conduct, a copy
of which has been supplied to ali VIPS members, can result in immediate dismissal
without warning Please read the Standards of Conduct carefully  Other violations of
policies, such as fack of required hours, or not attending reqularty scheduled monthiy
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

fause.

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 - VIPS intends to provide a volunteer environment that is pleasant,
healthful, comfortable, and free from intimidation, hostitity or other offenses which 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 empioyees
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 by a supervisor shal! not be
permitted, and disciplinary action up to and including termination shall be taken against
an employee or volunteer engaging in uniawfuf sexual harassment.

13



Harassment can take several forms It may be, but s not mited to. words, signs,
10kes, pranks, intimidation, physical contact, or violence  Sexual harassment may
include unweicome sexual advances, requests for sexual favors, other verbat or physical
contact of a sexual nature when such contact creates an intimidating environment,
prevents an individual from effectively performing the duties of therr position, or when
such conduct is made a condition of volunteering, either imphicitly or exphcitiy

As a VIPS volunteer, you are responsible for keeping our volunteer environment free of
harassment.  Any volunteer who becomes aware of an inadent 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 feei comfortable. When VIPS
becomes aware that harassment might exist, it 1s 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 warn when off duty. The 1D is the property 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. Improper
use of your badge can be grounds for your dismissal from the program.,

Liability - Volunteers should keep in mind the inherent liabiity placed upon the City of
Sacramento whenever they are on duty Even though VIPS are non-sworn, volunteer
personnel you must realize that your actions will be judged the same as any Police
Department employee You are reminded cf the importance of conduct in 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 If you are unable to attend, you must contact

the Volunteer Coordinator and et them know

Paperwork - Members must be able to fill out necessary paperwork.

Parking - At Stations - authorized areas only -

Personal Information - Notify the Vciunteer Coordinator if your address, phone
numbers, or emergency information changes. We need to be able to reach you or a

mermber of your family



Persanal Telephone Calls - Personal telephone calls should be kept to 8 mimimum and
should not interfere with City business. No personal long distance calls may be made

unless charged to your home phone or credit card account

Personal Use of Property - In scme instances volunteers may be allowed to borrow
certain department tools or equipment for their own personal use while on our premises
In no instances may this be done off our premises, or without prior management

approval.

Police Department Rules & Requlations - Become familiar with these All members
are subject to discipline 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 Coardinator as soon as possibie  Return your volunteer [D

badge and any other Department property issued {c you.

Safety and Injuries - The Sacramento Police Department regards the personnel of this
Department as its most valuable asset. 1t 1s the pohcy of this department to conduct alf
operations with the utmost concern for personnel, equipment, vehicies, and facilities
Therefore, the practice of safety and the prevention of accidents shall be the
responsibility of all votunteers However, if you are injured, report the injury to your

supervisor immediately

Security - Maintaining the security of the Sacramento Police Departrment building and

vehicles 15 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 properly 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 Poiice Department

Substance Abuse - Being intoxicated or under the influence of a controlled substance
drug white volunteering, use, possession or sale of controlled substance drugs in any
quantity while on an department premises, except medications prescribed by a
physician, which do not impair volunteer performance, will 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 wili not be tolerated by VIPS We
consider theft to be the unauthorized use of department services or facihties or the

15



teking of any department property for personal use withou! permission  The foliowing
list of examples if not all-inclusive, does provide illustrations of several activities which

are unacceptable.

*Use of Department copy machines for personal use - The office copiers are not
provided as a free service to volunteers 1f 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 qgiven for the use of personal computers during non-business
hours 50 long as the volunteers request perrmission, 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 community.

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, vou will be considered completely responsible for any accidents, fines, or traffic

viglations incurred

Training Requirements - All volunteers are expected to parficipate in a formai traming
program to acquaint 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 gssignments within the Department.

Uniforms - Dept approved only - with Dept 1D Card

Use of Department Vehicles - You may use an department vehicle to accomplish
department business at the direction of a supervisor If you are authorized to use a
Police Department vehicle, you must be a ficensed driver, obey all traffic laws (including
parking regulations), and not allow unauthorized persons to operate or ride in an

department vehicie

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

The vehicle will be focked at all imes when left unattended, and no smoking wili
be permitted inside the vehicle

Drivers must carry a valid dnver’s hicense at all imes and pass a driver's
awareness coyrse, No unauthorized or uncertified dnvers are allowed to drive

city vehicles.

There are to be no unauthornized passengers in city vehicles.

Members are responsible for making sure their vehicles are fueled and parked at
the end of each shift

Any traffic accident or immediate repairs to vehicle must be immediately reported
to the shift supeéervisor

Personal vehicles are NOT to be used for patrol functions
Members must operate the vehicles 1n a safe manner, obeying ail traffic laws,
including parking provisions

USE OF THE RADIQ
Radios must only be used for essential communications and courtesy i1s expected

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

Radios are NOT to be taken home for any reason.
The portable radios are NOT to be held by their antennas.

Any loss, malfunction, or breakage of a radio must be reported immediately to the
shift supervisor.

Radios are to be placed back in charging bank at end of watch.
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Faly 23 2005

MEMORANDUNM

TO: All Cny Employees

FROM: Human Resources Department
Workers' Compensaton Unit

SUBJECT: TREATING FACILITIES FOR ON THE JOB INJURIES

Effective simmediately all injured workers® may treat at onc of the following medical faclines for
injuries occurring on the job. All Kaiser Occupational Medicie Chinies and the MedChnie of
Sacramento Please see the anached documen for the locations and hours of operation

PLEASE NOTE: H&H Occupational Medical Group is no longer considered a City of
Sacramento preferred provider.

You may hieat with your own personai physician prowvided that he or she 1s your regular primary
care physician. who has previously directed vour medical treatment and who retains your
medical records, ncluding youwr medical history  You must pre-designate your personal
physician prior o the injury - Please be adwised that you should venify with your treating
physician thet he or she is willing 10 treat Workers Compensauon injunes 1 not. vou must be

secp al one of the ebove facihnies

Please cyrculate this memo and attachiment 1o any City employecs that may not have access (o

GroupWWise
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CITY OF SACRANENTO

CaLltORNIA

EMPLOYEE NOTIFICATION OF PERSONAL PHYSICLAN

TO: WORKERS COMPENSATION UNIT
RISK MANAGEMENT

SUBJECT: NOTICE TO EMPLOYER OF PERSONAL PHYSICIAN

s

i :
b
X
H

3
Hhas

BTk

[P SRR

My personal physician s

NAME

ADDRESS

CITy/ZIp

PHONE#

NAME

SIONATURE

CLASSIFICATION

O
=
)
B

DEPARTMENT

DATE

FORM DISTRIBUTIGON
YWorker s Compensation Department Employee

{Whie) {Fnk) (YeHow)
FORM 231686 (700} “h



CITY OF SACRAMENTO

ADMINISTRATIVE POLICY INSTRUCTIONS

Effective Date 5/20/2002

Topic  Information Technology Resource Poiicy

Supersedes NEw

From  Information Technology Depariment

Section APi# 30

T Depariment Dirgctors/Division Managers

information Technology Resource Users g
MDYIN D X \aa
/ SALLY @GY 6&\
% //\;Z_// Chief Intazmalion Officer
APPROVED. 7

ROGERY P THOMAS

City Manager
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The Chief Informaten Officer (C10) and bus or her demignee sbeall bave the pnmary responabity
for enforcing ts AP Toe ClO wall be responsible fur the establshment of pobcies, operating

procedures and puwdelnes govermung the iechmeal architecture, usage, secunty, backup and
recevery for IT resourcs

Any user who violates thus AP may be subject to discipline, up to end including employment or
contract termumanon, and c:vil and cnoupal Labihty and rernoval from City premises

Any user leamning of or reasonably suspecting any mususe of IT resources shall noufy his or her
supervisor, who shali notify the CIO or hus or her designee

Any user who receives communicabon or messaging that he or she rezsonably suspects may be

deflarmatory or

1Legal or may reasonabdiy be considered oensve, disruphe, harassiog,
threatemung towards the Ciry, any user, or any turd party shall advise his or her supernisor, who
shall notfy the CIO or lus or her designee

The absence of wnnen policies, procedures, standards, or gudelines govermng 2 specific 1ssue
does notrehieve the user from the respensibility for the acceplable use and secunty of City
provided IT resources

Authorizanon to access [T resources must have defined cnitenz for evaluation and approval The
authonzaton cntena must be reviewed and approved by the CIO or his or ber designees

ALNIT resource users must complete and subm:t a “User Ackpowledgemen: Form” (Exiubit A
this API} Exisnog ernployees shall complete apd submit the form withun 30 days of
umplementaton New employees shall cornplete and submuit the form at the time of e

ACCEPTABLE USE

The City is the sole owner and may momler and disclose conlents and usage at any time of apy [T
resources provided (o users There is no reascpable expectabon of pnvacy i the use of apy IT

resource
Users are resporsible for the acceplable use and secunty of IT resources designaled for theur use
even 1f another group, dnnsion, or agency has been subcontracted to prowvide the support for these
resowrces Furthermore, if [T resources are lost, stolen, sold or released while in the possession of
a user, the user may be subject to disciphine, up to and ncluding employment or contraci
termipaton, and civil an¢ cnirunal Lability and removal from City premmises

IT resources shall be used for official City business I resources may also be used for incidental
personal use. so long as such use does no! result i a significant monetary expendinure to the Cury
or nvolve the expenditure of a significant amount of tme by the user away from his or her job
duties Supervisory personnel are responsible for lumrting personal use of IT resources

Abuse of this policy may subject the user to discipline, up to and including employment or
contract terrmunabon and removal from Oty premises  In determmmng whether (o 1mpose
discipling, the fellowing factors will be taken inio account (1) whether the use interferes wath the

Caty of Sacrarmenlo
inforrmation Technology Resource Policy

05/2002
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EXHIBIT A - USER ACRNOWLEDGENMENT

nol accept modifcation to the teres ard condinons of tus agreement

User Name (Pnnted).

User’s Department

USET 5 BUSIOESS T &lephone INWmoer

User's Business Address.

L the user, agree to wake all reascnable precautions to assure the Gity's internal inforrmation, or
information that has been eawrusted to the Ciry by third parnes (such as customers), will not be
disclosed to unauthonzed persons At the end of my employment, appowntoent, or contract, with the
Ciy Fagree to return to the City all information to which I have had access 1o order to do my job ]
understand that ] am not authonzed to use tus wnformanon for my own purposes, nor am | at biberty 1o
provide thus informanoen to turd parties without the express written consent of the Ciry Manager

I'have access o a copy of the City's Informaten Technology Resource Policy (AP #30) Thave read
and undersiand this policy and its relabonship to my job  As a conditiop of continued employment
with the Cify, I agree to abide by the Cinv's Informanon Technolegy Rasowrce Policy (APHE3D) ]
understand that wntien IT Resource Gudelines will be established for IT resources, 1n conjunchon

with this policy, and that the wnitten guidelines will be made avanlable by the Informavon Technoiogy
Dieparmment oo the Ciiy's Intranet web site IT pudelines will be updated and communicated 1o all
users of the resource ] will read updales as they are made avalable and will adhere to them ]
understand that pon-comphance may be cause for sysiem prnivilege revocation, disciphinary acbon up

to and inciuding terminabon, as well as criminai or civil penaloes

! also agree to promptly report all violatiens or suspected violations of Information Techaology
Rescurce Polbicies and Gudelnes o my supervisor, who shall notify the CIO or bus or her designee

User Signature & Date

“ly of Sacramento
iformation Technclogy Resource Policy

0512002
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Complaint Resolution Progedure

The Equal Employment Oppormurety (EEQ) Manager wiil investigate and attempi resolution of
discnmination or harassment complamnts in accordance with the Civv's inrermai Discrinunarion
Complaint Resoiunion Guude Individuals are encouraged toimmediziely report any act of
discrimnation or harassment 1o thew immediate supervisor or department head. or 1o the EEQ

Manager (264-5270) 1o facihitate quick and fawr resolution

DRUG-FREE WORKPLACE POLICY

In accordance with the federal grant requirements established by the Drug-Free Workplace Act
of 1988, the City of Sacramento bas a drug-free workplace policy

Uniess legally authonzed to do so, employees are prohsbited from manufactunne,
distmbuting, dispensing, using, conswrung, injecting, possessing, bewng under the
influence of, selling or offenng for sale. 1 the workplace or white onduty any
conwolled substance as the latier s defined in the Califorma Health and Safery

H

Code

2) An employee shall nonfy lus/her immediate supervisor of any cnmunal drug
statute convicnion he/she recerved for a violanon occurning 15 the workplace or
whle on duty no later than five (5) calendar days afier such convicltion

The Ciry wall notify the federal agency in wnning within ten (10) calendar days
after recewving notice of conviction fromo the erpplovee The Ciry wali also take, at
its discrenon. one or both of the following actions withuin thuty (30) calendar dayvs

of recerving notice of convicnon from the erployee.

Take appropriate personnel action agawmnst the emplovee, up (o and inciuding

terrmynahion, or
b Reguue the employee to parhicipate sahisfactonly 1o a drug abuse assistance or

rehabilitation program

A violation of this policy witl subject an employee to disciplwary action, up to
and including termunation

LIPS}
—

The Ciry 15 comumtied to providing a safe workplace for s employees Anessenual part of ths
commuirment 1s keeping the work environment free from illegal drugs The Emplovee Assistance
Program was estabhished in recogrution that substance abuse can be effectively reated and
abusers rehabibitated With your cooperation the City can mamntain a drug-free workplace

3z



The Ty of Sacramento will enforce disciphnary action against any person who threatens or
rsinuates erther exphcitdy ormphently, that an emplovee's refusal 10 submut 1o sexual ady ance
wiil adversely affect the employee s emplovment, evaluation, wages, advancement, assigned
duties, shufis, or any condition of employment or career development This disaphine can inciude

ferminaton

Policv implementation

Each department head 1s responsible for ensuning that the work environment 1s free of sexual
narassment by 1) having managers and supervisors inform all employees under their direction of
the City policy and complaint resolution procedure, 2} requiming managers and supervisors (o
report instances of sexual harassment to their immediate supervisor, department head, or the

EEC Manager and, 3) posung this pohicy in conspicuous Jocations within the workplace

Commplaint Resolution Procedure

The Equal Employment Opporturuty (EEO) Manager (or designate) will invesugate or atiempt
resolution of sexual harassment complaints in accordance wath the Citv's Discriminarion
Complaint Resolunion Chade Emplovees subjected to acts of sexual harassment should consider
requesting the persons involved to cease from such harassment and shall immediately report such

conduct to the EEO Manager at 264-5270 or the appropnale supervisor or roanager in the

deparnment

DISABILITY DISCRIMINATION

" ahﬂnlﬁnng \uho v

Discrumination o the Gasis of disabihiry agamst any individue!l, 2pplicant or an employe

a qualified ndividual with a disabihity. by a supervisor, management emplovee or coworker 15
not condoned and will not be tolerated. Thus policy applies to the job application process and ail
terms and condiions of employment including. but not hrmned to recrutment, g, aining,
assignment, promotion, compensatoy, transfer, lavo{f reinstatement, benefits. educanion.
discipline and also 1in the provision of City programs and sennces

All complaints of discnmunation on the basis of disability wall be promptly and objectively
mvestigated Dhisciphinary action up to and wicluding termunation will be insttuted for behavior
profbited by tus pohcy Apyreizhation against a person biing a discrumination charge or

makang a discrutunanon complaint is prohibited

3¢



AMERICANS WITH DISABILITIES ACT

The Ciry of Sacramento does not discrirmunate on the basis of disabihinv in the admission or
3cCess 1o, or weatment or employment 1n, 1S programs o7 actvines  Kenneth M Flemung, 921
Tenth Street, Suite 401, Sacramento, CA 95814, (916) 264-5270 [Voice] 264-76-73 [Fax ) 264-
5714 [TDDD] has been designated to coordinate comphance with the non-discnimination
reguirements contamned 1n Department of justice regulations implementing Titie 11 of the
Amencans with Disamhiues Act (ADA), including sechon 35 107 Information concermung the
provisions of the Americans with Disabihities Act, and the nghts provided thereunder, is
avallabie from the ADA coordinator, and from the Office of the Amencans with Disabilitees ot
Civil Raghts Division, U S Department of Jusuce, Washungton, DC 20035-6118, (202) 514-0301

[Voice] 514-0381 [TDD]
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Uy of Sacramento
~amimsliatne Polcy insliuclions Workpigee Violence Policy
Fage 73

AR NG 44

. Reporting

Every empioyee has the responsibility 1o wmmediately report 10 his or her supervisor or
deparimenl safely represenialive any violations of this policy  This inciudes employvees
who are aware ol violence or threals of viclence thal may create a nisk of harm fo the

employee or others in the workplace by a Cily employee. or any other person whelher

occurnng in of away from the workplace Al reports will be promplly and Lthoroughly

nvestigated

i Retalighon

The City will not lolerate any lype of relahalion against an employee who repons
workplace viclence or the threat of violence

IV Reslraming Orders

if an employee has a restraining order against ancther employee or that involves a ity
workplace the employee must report i 1o tus/her supervisor Copies of restraming orders
with proo! of service should be relained on site to assist Police in the evenlt a violalion

QCCurs

v Deparmental Responsihiliies

A Workplace Salety

Every departiment head will assess the polential for viclence and take measures 1o
maintain workplace safely  Supervisors and managers will monidor the workplace and
immediately assess any violent or threatening behavior even «f the person or persons
engaged in lhe conducl are not therr subordinales. or they have not received a complam!

B Tramning

City University wili provide mandalory framing on this policy and preventing violence in the
workplace Department Heads are responsible for providing therr stafi with information
about the preventon of workplace violence and wviolence-management lechimques on a

penodic basis

C Departmenial Response to Violence

When a violent zction or threat 1s brought 1o the allention of a supervisor manager or

departmental salely represeniative an evalualion of the seventy of the situalion must be

made 1mmediately Il evacuation 1s necessary. proceed in accordance with the bulding

disasler plan

ot
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City of Sacramento
Admimisiratne Policy Instruchons
AP NG a4

Workpiace Violence Fohcy
Fage 5

G Threa! Assessment Team group consishng of management personnel from Labaor
Relalions Risk Managemenl. Ciy Atlorney's Office ang the Pobce Depantment,
formerty known as the Management Assessment/intervention Team (MAIT)

H Weapon aninstrument. ariicle or substance which under the circumstances in which
1n1s used. or threatened 1o be used 15 capable ol causing physical injury or death any
physical object which meels the cnleniz oullined i Caldormiz Penal Code Sechlon

12020 or Sacramento City Code Secbon & 32 010

| Workplace any place City business s conducled. including City buildimgs and progerly.
City vehicles. privale vehicles while used on City business. olher assigned waork

localions and off-site training



