Subject:

890. Volunteer Program

Approved:
Chief Marcia Harnden
Effective: CALEA Standards: 22.1.8, 45.3.1 Page:
December 17, 2018 1
Revised:
December 1, 2021

890.1: PURPOSE AND SCOPE

This policy provides guidelines for the administration of the Albany Police Department Volunteer Program.

Volunteers are intended to supplement and support, rather than supplant, sworn officers and civilian
personnel. Volunteers can be an important part of any organization and have proven to be a valuable asset to
law enforcement agencies. Volunteers help to increase departmental responsiveness, delivery of services and
information input, and provide new program opportunities. In addition, volunteers bring new skills and
expertise to the Department and prompt new enthusiasm.

890.1.1: DEFINITIONS

Volunteer — An individual who is not a sworn law enforcement officer and who performs a service for the
Department without promise, expectation, or receipt of compensation for services rendered. This may include
unpaid chaplains, interns, persons providing administrative support and youth involved in the Albany Police
Department Cadet Program, among others.

Volunteer Coordinator — The Volunteer Coordinator shall be appointed by the Support Services Division
Captain. The function of the Volunteer Coordinator is to provide a central coordinating point for effective
volunteer management within the Department, and to direct and assist staff and volunteer efforts to jointly
provide more productive services. The Volunteer Coordinator should work with other Department staff on an
ongoing basis to assist in the development and implementation of volunteer-staffed positions.

890.2: POLICY

It is the policy of this department to use qualified volunteers for specified tasks and duties in order to create
efficiencies for the Department and improve services to the community.
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890.3: VOLUNTEER MANAGEMENT

890.3.1: VOLUNTEER COORDINATOR RESPONSIBILITIES

The Volunteer Coordinator, or his/her designee, shall be responsible for the following:
a. Recruiting, selecting and training qualified volunteers for various positions;
b. Facilitating the implementation of new volunteer activities and assignments;
c. Maintaining records for each volunteer;
d. Tracking and evaluating the contribution of volunteers;

e. Maintaining the volunteer handbook and outlining expectations, policies and responsibilities for all
volunteers;

f.  Maintaining a record of volunteer schedules and work hours;

g. Completion and dissemination as appropriate of all necessary paperwork and information;
h. Planning periodic recognition events;

i. Administering discipline when warranted;

j- Maintaining liaison with other volunteer-utilizing programs in the community and assisting in
community-wide efforts to recognize and promote volunteering.

890.3.2: VOLUNTEER RECRUITMENT

a. Volunteers should be recruited on a continuous and ongoing basis consistent with department policy
on equal opportunity nondiscriminatory employment.

b. A primary qualification for participation in the application process should be an interest in, and an
ability to assist the Department in serving the public.

890.3.3: SCREENING

a. All prospective volunteers should complete the volunteer application form. The Volunteer Coordinator
or designee should conduct a face-to-face interview with an applicant under consideration.

b. All volunteers shall successfully pass a comprehensive background investigation including:
1) Criminal history check;

A. Felony convictions and disqualifying criminal histories are not allowed.
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2) Driving record;

3) Employment history;

4) Obtain an Oregon State Police Criminal Information Systems clearance; and
5) References.

c. Any conduct that could compromise the integrity of the volunteer, other employees, the department
or the city will be closely evaluated.

890.3.4: SELECTION AND PLACEMENT

a. Service as a volunteer with the Department shall begin with an official notice of acceptance or
appointment to a volunteer position.

1) Notice may only be given by an authorized representative of the Department, who will normally be
the Volunteer Coordinator.

2) No volunteer should begin any assignment until they have been officially accepted for that position
and completed all required screening and paperwork.

3) Atthe time of final acceptance, each volunteer should complete all required enrollment paperwork
and will receive a copy of their position description and agreement of service with the Department.

4) All volunteers shall receive a copy of the volunteer handbook and shall be required to sign a
volunteer agreement.

b. Requests for volunteers should be submitted in writing by interested staff to the Volunteer Coordinator
through the requester's immediate supervisor.

1) Volunteers should be placed only in assignments or programs that are consistent with their
knowledge, skills, abilities and the needs of the Department.

2) A complete position description and a requested time frame should be included in the request.

3) All parties should understand that the recruitment of volunteers is enhanced by creative and
interesting assignments.

4) The Volunteer Coordinator may withhold assignment of any volunteer until such time as the
requesting unit is prepared to make effective use of volunteer resources.

890.3.5: SUPERVISION

a. Each volunteer who is accepted to a position with the Department must have a clearly identified
supervisor who is responsible for direct management of that volunteer.
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1) This supervisor will be responsible for day-to-day management and guidance of the work of the
volunteer and should be available to the volunteer for consultation and assistance.

2) A volunteer may be assigned as, and act as, a supervisor of other volunteers provided that the
supervising volunteer is under the direct supervision of a paid staff member.

b. Functional supervision of volunteers is the responsibility of the supervisor in charge of the unit where
the volunteer is assigned. Following are some considerations to keep in mind while supervising
volunteers:

1) Take the time to introduce volunteers to employees at all levels;

2) Ensure volunteers have work space and necessary office supplies;

3) Make sure volunteer assignments are challenging and make use of valuable resources.

890.4: TRAINING

a. Volunteers will be provided with an orientation program to acquaint them with the Department,
personnel, policies, and procedures that have a direct impact on their work assignment.

b. Volunteers should receive position-specific training to ensure they have adequate knowledge and skills
to complete tasks required by the position and should receive periodic ongoing training as deemed
appropriate by their supervisor or the Volunteer Coordinator.

c. Training should reinforce to volunteers that they may not intentionally represent themselves as, or by
omission infer that they are sworn officers or other full-time members of the Department. They shall
always represent themselves as volunteers.

d. All volunteers shall comply with the rules of conduct and with all orders and directives, either oral or
written, issued by the Department.

890.5: FITNESS FOR DUTY

a. No volunteer shall report to work or be on-duty when his/her judgment or physical condition has been
impaired by alcohol, medication, other substances, illness, or injury.

b. Volunteers shall report to their supervisor any changes in status that may affect their ability to fulfill
their duties. This includes, but is not limited to, the following:

1) Driver’s license;

2) Medical condition;

3) Arrests;

4) Criminal investigations.
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890.6: DRESS CODE

a. Asrepresentatives of the Department, volunteers are responsible for presenting a professional image
to the community. Volunteers shall dress appropriately for the conditions and performance of their
duties and shall conform to Department-approved dress consistent with their duty assignment.

b. Uniforms authorized for volunteers should be readily distinguishable from those worn by sworn
officers.

c. The uniform or identifiable parts of the uniform shall not be worn while off-duty except volunteers may
choose to wear the uniform while in transit to or from official department assignments or functions
provided an outer garment is worn over the uniform shirt so as not to bring attention to the volunteer
while they are off duty.

d. Volunteers shall be required to return any issued uniform or department property at the termination
of service.

890.7: CONFIDENTIALITY

a. With appropriate security clearance, volunteers may have access to confidential information such as
criminal histories or investigative files. Unless otherwise directed by a supervisor or departmental
policy, all information shall be considered confidential.

1) Only that information specifically identified and approved by authorized personnel shall be
released.

2) Confidential information shall be given only to persons who have a need and a right to know as
determined by departmental policy and supervisory personnel.

b. Each volunteer will be required to sign a nondisclosure agreement before being given an assignment
with the Department.

1) Subsequent unauthorized disclosure of any confidential information, verbally, in writing or by any
other means, by the volunteer is grounds for immediate dismissal and possible criminal prosecution.

c. Volunteers shall not address public gatherings, appear on radio or television, prepare any article for
publication, act as correspondents to a newspaper or other periodical, release or divulge any
information concerning the activities of the Department, or maintain that they represent the
Department in such matters without permission from the proper department personnel.

890.8: PROPERTY AND EQUIPMENT

a. Volunteers will be issued an identification card that must be worn at all times while on-duty.

b. Any fixed and portable equipment issued by the Department shall be for official and authorized use
only.
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c. Any property or equipment issued to a volunteer shall remain the property of the Department and shall
be returned at the termination of service.

890.8.1: VEHICLE USE

a. Volunteers assigned to duties such as vacation house checks or other assignments that require the use
of a vehicle must first complete the following:

1) A driving safety briefing and department approved driver safety course;
2) Verification that the volunteer possesses a valid Oregon Driver's License;
3) Verification that the volunteer carries current vehicle insurance.

b. The Volunteer Coordinator should ensure that all volunteers receive safety briefing updates and license
and insurance verification at least once a year.

¢. When operating a Department vehicle, volunteers shall obey all rules of the road, including seat belt
requirements. Smoking is prohibited in all Department vehicles.

d. Volunteers should not operate a marked patrol car unless there is a prominently placed sign indicating
that it is out of service and volunteers are not authorized to operate a department vehicle in an
emergency fashion, with emergency lighting and/or the use of a siren.

890.8.2: RADIO AND MDT USE

a. Volunteers shall successfully complete the Law Enforcement Data System (LEDS) and radio procedures
training prior to using the police radio or MDT and comply with all related provisions.

b. The Volunteer Coordinator should ensure that radio and LEDS training are provided for volunteers
whenever necessary.

890.9: RESPONSIBILITIES

a. Volunteers agree to follow all Department policies and State Laws.

b. When appointed and trained, volunteers shall be authorized to enforce parking laws and issue citations
for violations under ORS 811.632.

c. Assigned and trained volunteers may follow up on marked abandoned vehicles and authorize towing
of abandoned vehicles.

d. Volunteers assigned as Cadets shall also follow the provisions of Policy 891: Police Cadets.



https://www.oregonlegislature.gov/bills_laws/ors/ors811.html
https://powerdms.com/link/ALBANYOR/document/?id=200292
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890.10: DISCIPLINARY PROCEDURES/TERMINATION

a. Avolunteer may be removed from the volunteer program at the discretion of the Chief of Police, the
Support Division Captain, the Community Resource Supervisor, Cadet Program Coordinator, the
Volunteer Coordinator.

b. Volunteers shall have no property interests in their continued appointment.
1) However, if a volunteer is removed for alleged misconduct, the volunteer will be afforded an
opportunity solely to clear his/her name through a liberty interest hearing which shall be limited to
a single appearance before the Chief of Police or authorized designee.

c. Volunteers may resign from volunteer service with the Department at any time.

1) If feasible, volunteers should provide advance notice of their departure and reason for their
resignation.

890.10.1: EXIT INTERVIEW

a. Exitinterviews, where possible, should be conducted with volunteers who are leaving their positions.

b. The interview should ascertain why the volunteer is leaving the position and solicit the volunteer's
suggestions on improving the position.

¢. When appropriate, the interview should also include a discussion on the possibility of involvement in
some other capacity with the Department.

890.11: PROGRAM EVALUATION

a. An evaluation of the overall volunteer program will be conducted on an annual basis by the Volunteer
Coordinator.

b. Regular evaluations should be conducted with volunteers to ensure the best use of human resources
available, to ensure personnel problems can be identified and dealt with promptly and fairly, and to
ensure optimum satisfaction on the part of volunteers.




