CULPEPER COUNTY SHERIFMS OFFICE  GENERAL ORDER

SUBJECT: RESERVE DEPUTIES / VOLUNTEERS | GENERAL ORDER: 1-{5

AMENDS/SUPERCEDES:

BFFECTIVE DATE: Tanuary 1, 2020 REVIZW DATE: Annual

CALEA STANDARDS: 16.1.1, 16.1.2, 16,14, 16.1.5, 16.1.6

APPROVED: “Seotl I Jenkins

SHERIEN
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POLICY

The Reserve Depuly Progeam is authotized undey the provisions of 15.2-1731 Code
of Va, and the Culpeper County Code, Seo. 9-60 - 9-71. Each member of the Reserve
Deputy force shall be governed by the policies and procedures of the Culpeper
County Sheriff’s Office, The Regerve Deputy generally performs the same duiles and
Tas law-enforcement powers equivalent to those of paid deputy. 'Yhe same selection
criteria will be applied to an Reserve Deputy applicant as for a full-time deputy.
There shall be no diserimination based on race, color, creed, national origin, age, sex,
of religious affiliation in selection or assignment of Reserve Deputy’s.

Ciyitian volunteers can be & valuable asset to law enforcement agencies, Volunteers
help to increase law enforcement responsivenesy, sorvice delivery, information lnput
and information dissemination as well as providing new program opporiunities,

Tn addition, volunteers can bring new skills and expertise to the job and prompt new
onthusiasn. It is the poticy of this Sherlff's Office to use qualified volunteers for
specified tasks and dutios (hat can create efficiencies for the department and improve
sorvices to the community, Volunteors are intended to supplement and support, rather
{han supplant, swotn ofticers and civilian personnel,

PURPOSE

To eutablish guidelines for the operation and sontrol of the Reserve Depuly Program
and ofhet volunteers that support the deparimentat through performance of routine
administrative tagks. The purpose of the volunteer programs is to augment the
Sheriff’s Office in oporalional and administrative areas to maximize the availability
of paid staff,




1,

DEFINTTIONS

Reserve Deputy: A volunteer that has successfully completed the requisite
iradning and received certification in Law Unforcement, Jailor, Court Security or Civil
Process.

Civillan Velunteer:  Sonteone whe performs service for the Sherlff’s Office without
promise, expectation, or recopt of compensation for setvices rondored, This may
Include unpald chaplains, offlees, interns, persons providing administrative support,
and youth involved in a Law Bnforcement Bxplorer Post, among others.

PROCEDURKE

Orpanizatlonally, the Resetrve Deputies will come under the Palrol Division
Commander, and wnder the supervision of the supervisor on-duty,

L Requitements and Seleotion
Al Applicants for Reserve Deputy must
1. Be 21 yesais of age
2. Possess a high sohool dipfoma or GED cestifivate
3, Succossfully complete the hiring process

4. Successfully complete the required training

B, Applicants for the Resetve Deputy will go throngh the same hiring
process as that for pald officers

24 Training Requirensents

A, Completion of the Basic Reserve School or be u Virginla State
Ceytified Law Enforcement Officer

B, Successful completion of fivearms qualifications
C. Successfil complation of Tactical Balon, sud OC Spray training
D, Successful completion of Fleld Traming Program '
B, Fotty (40) howrs of In-Service evety two years,
B Semi~-Annual firearms qualifioations.

3 Prabationary siatus

A, Al Anxiliavies will serve al the discretion of the Shetiff
1, Auxiliavies will have the slatus of volunieers




Service Requirements

A A minimum of sixteen (16) hows of service time is required per month

B, Failuve to perform, without cause, shall be reason for termination

C. An inability Lo perform the myinimum (16) hours may be excused by
{he Reserve Coordinator baged on justifiable legitinate tenson,

Calling info service

A, According to 15.2-1731 Code of Virglnla, Roservo Deputics may be
called into service undor tho following conditions:

£, Tn Ume of emergencies

2. At such times, as there are insufficient numbers of regnlar offices
to preseive he peace, safety and good order of the community

3. Al any time for the putpose of training such Reserve officers, or

4. To aid and asslst regular deputies in the performance of their dutles,

B, When called into service, Reserve Deputies shall have the powers,
authority and all the immunitles of paid law-enforcement officess,

C.  Unless called into service, Reserve Deputy’s shall have no atrest
powers or pofice authotlly other than those pranted an ordinary citizen.

D, Maembets of the Culpoper County Reserve Depuly Torce are
considered called into service under the following conditions:

1. To attend scheduled training and meetings.
2. When marked on and prior to marking off-duty for normal work
sohedule,
3, When reporting for speocial assignments with the Department,
4, When reporting to and from coutt and while attending court to give
testimony in cases arising out of their dutios as an Reserve Deputy.
Uniforms and Bquipment
A, The Roeserve uniform is identical to that of a paid officer,
B, Reserve Depuiles are issued the same equipment as paid officers,

Ruleg and Regnlations

A, Reserve Deputies shall conform to the policy and procedures of the
Culpeper County Sheriffs Otfice.




B,

Reserve Deputies shall conforn to the Law Enforcement Code of
Fihios, '

)

8. Duty Related Injumies

Limited fusurance coverage is provided ihrough the County of Culpeper wilh
The Hartford Insurance Group,

A, On-Duty Injuries

I

]-D

If an Reserve Depuly is Injured, the injury shall be reported to the on duty
supervisor immediately, The supervisor shall follow the procedures ns
outilned it pollcy and procedure 1-19

In, all cases, supervisors shall investigato the civoumstances of the injuty
and submit the findings in wilting to Reserve Coordinator and forwarded
to the Shetiff,

"The Reserve Coordinator shall fife all olaims on behalf of Reserve
Deputies injured on duty with Administeative Services, The investigating
superyisor shall focnish the Reserve Coordinator with & copy of the
investigation xeport within 24 hours to facilitate the timely filing of the
clatm,

Off-Daty Infuries

Whenever an Reserve Deputy Is injured offeduty, to the extent that they
are unable to fulfill theit monthly duty requirement or wiif be unavallable
for emergency oall-outs, a memorandum to the Reserve Coordinator will
be completed.

The Reserve Coordinator shall be notified within 48 houis of the injuty, or
as soon as the Reserve Deputy is capable of doing so,

Civilinn Volunteesrs

V. PROCEDURES

1. Adimninistration

Al

The Support Seirvices Commander s designated as the Volunteer
Coordinator, The Administrative Services Director or designee shall
be responsible for the following:

1. Recruiting, selecting, and iraiving <ualified volunteers for
vatious positions,

2. Maintaining employment records Tor ench volunteer,




4,

3 Maintaining a record of voluntesr schedules and work houes,

4, Completion and dissemination as appropriate of all necessary
paperwork and information,

5, Planning periodic recognition events,
6. Administering disclpline when watranted.

B. All vequests for volunteers shall be routed throngh fhe designated
chaits of comumand for review and volunieor selection,

Recroitment

Volunteers shall be recruited on a continuous and ongoing bagis consistent
with the Sheriff’s Office polloy on equal opportunity nondiscriminatory
employment, A primary qualification for pacticlpation In the application
process shall be an interest in and an abilily to assist the agency in serving fhe

public,

Soreening

A, All prospective volunteets shall complote the volunteer application
form,

B. The volunteer coordinator, or designes, shall conduct a face-to-face
interview with an applicant under consideration.

C, A documetted background investigation shall be completed on each

volunteer applicant and shall include but not necessarily be limited to
the following:

1. Traffic and criminal record
2. Employment

3, References

Seleciton and Placement

A, Upon thelr gelection, applicants shalf receive a confirmation letler prior to

the siart of service.

B, All volunteers shall receive a copy of this volunteer policy.
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Ei

All volunteers shall be required {o slgn a volunteer ngreement,

Volunteets shalt be placed only in job agsignments or programs that are
consistent with their knowledge, skills, abilities, and ihe needs of the
agency, Some assignments ars, but not limited fo:

Routine office duties

Records compitation, sorting and filing

Copylng

Computer Activities

Assisting i Crime Prevention and Crime Annlysiy
Survoys

Inventory

IRl

Volunteers will be under day-to-day supervision of the supervisor of the

unit in which they ave placed,

Position Desoription

A, Volunleers shall be provided with a comprehensive writfen positlon

B,

description detniling thelr dulies.

Volunivers shall be used only in accordance with {his descriplion,
Volunteors shall not wotk withont a weitten job doescription or outside the
limits of job responsibilities specified ln the job desoription,

Position descriptions shall be reviewed periodically to ensuro that they
acourately reflect the volunteer's dulies and responsibilities,

Training

A,

Yolunteers shall boe provided with an otlentation program {o acquaint them
with the department, petsonnel, policies, and procedures {hat have a direot
tinpact on their work ussighnent.

. Volundeers shall receive position-speoific training to ensure they have

adequate knowledge and skills fo complete {asks required by the position.

Volunleers shall receive perlodic ongoing training as desmed appropriate
by their supervisor or volunteer coordinator.

Training shall reinforee to volunteers thal they may not intentionally
reprosent themselves as, o by omission Infor that they ave, sworn deputies
or other full-time members of tho Sherlff's Office. They shall always
yepresenl themselves as volunteers.




B. All volunieers shall comply with the rules of conduct and with all ovders
and direotives, silber oral or written, issued by the Shetlff’s Office.

7. Fitness for Duty

A, No volunteer shall report fo work or be on duly when his or her judgment
or physieal condition has been impaired by alcohol, snedication, other
subslances, illuess, or Injury,

B, Voluntsers shall repost to thelr supervisor any changes in status fhat may
affect their ability to fulfill their dulies. This includes, but is not limited to,
the following:

k. Driver's license

2. Medical condition

3. Arests

4, Criminal investigations
8. Dress Codo

A, Volunteers shall conform to department-approved dress consistent with
their duly assignment,

B. Uniforms, if avfhorlzed for volunteers, shall be readily distinguishable
from those worn by sworn deputics,

C. No volunteer shall wear bis or hor upiform or Identifiable pasts of that
uniform while off duty.

D. Volusteers shall be requived to return any lssued uniform or agency
clothing at the termination of service,

9, Confidentiality

A, With apbropriato security olearance, Reserve Depulies and volunteers may
have access o confidential information such as cxbninal histories or
invostgative files, Unless otherwise directed by a suporvisor of
depactmental policy, all Sheriff’s Office information shall be considered
confidential, Only that information specifically tdentified and approved by
authorized personnel shall be released. Confidentiaf information shall be
given only to petsous who have a need and a right to know as determined
by deparlmental policy and supetvlsory personnel,




B, Bach volunteor shall sign a nondisclosure agreement.  Subsequent
disclosure of any confidential information, verbally, in wiilng, or by any
other means, shall be grounds for immediate dismissal and possible
criminal prosecution,

C. Volunteors shall not address public gatherings, appear on radio or
television, prepate any article for publication, act as correspondents to a
newspapet or other periodical, release or divulge any information
concerning (he aclivities of the Sheriff’s Office, or malntain that they
represont the Sheritt’s Office in such matters without permission ftom the
Sherlff,

10, Property and Equipment

A, Volunteers shall be issued an identiffoation card that must be worn at all
times while on duty,

B, Any fixed and portabls equipinent isswed by the Shexiff’s Office shall be
for officlal uud authorlzad use only,

C. Any property or equipmont lssued to a volunteer shall remain the properly
of the Sheyiff’s Office and shall be returned at the tetinination of service.

11, Disciplinary Procedures/Tesmination

A, A volunfeer may be removed from the volunteer program at the
diseretion of the CBO. Termination of volunteers shalf not be subject
to due process considerations and volunteers shall have no property
interests in thelr continued employment,

12,  Bwvaluation

A. An evaluation of the overall volunteot programn shall be conducted on
an snowal basks,

B. Regular personnel evaluations shall be conducted with volunteers to
ensuve the besl use of humat resources available, to ensure personnel
problems ean be identified and dealt with promptly and fairly, and to
ensute optimum job satisfaction on the part of volunfeers,




