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DEDICATION

This guide is dedicated to the many men and women of the
largest and finest Auxiliary Police Organization in the United
States. They are commended for their willingness to.serve their
community and Police Department.
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1.

2.
€

3.
' 4.

The New York State Defense Emergency Act requires
cities to recruit, equip and train volunteers to
be Auxiliary Police Officers who will act as an
adjunct to the regular Police Departments in the
event of a Civil Defense emergency or natural
disaster. .

His Honor, Mayor John V. Lindsay, signed Executive
Order #51, on September 11, 1967. In that. order,
"the Police Department was charged with full
responsibility for the City's Auxiliarv Police
Program. Executive Order #38 of August 29, 1975
continued this responsibility. :

In order to carry out the functions and respon-
sibilities assigned to the Police Department by
the Mayor, the Police Commissioner shall have
cognizance and control of the organization,
government, administration, disposition, trainin
and discipline of the Auxiliary Police.

The police superior desicgnated by the Police
Commissioner as the Commanding Officer, Auxiliary
Forces Section, shall be responsible for the
administration and operation of the Auxiliary
Police Program. In order to insure that the
Department has sufficient numbers of trained
Auxiliary Police Officers, capable of acting as an
effective adjunct to the Department in the event
of a Civil Defense emergency or natural disaster,
the Commanding Officer, Auxiliary Forces Section,
shall:

a. Carry out a progrzm of Trecruitment

b. "Receive, interview, screen and process
enrollment applications;

¢. Establish and maintain proper records,
files and statistics:

d. Develop necessary forms and procedures
to properly administer the program;

e. Develop a training program and establish

training schools;

AUXILIARY FORCES SECTION
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f. Issue the necessary orders, memos and
directives to implement the program;

g. Investigate allegations of misconduct or
recommendation for awards, and take
appropriate action;

h. Issue and control I.D. cards, shields -and
any other credentials or equipment that may
be obtained for the Auxiliary Police;

i. Other management and supervisory steps in
order to properly administer the Auxiliary
Police program.

It has been recognized by Civil Defense planners
that the magnitude of destruction and disruption
of normal life will be so great following an enemy
attack, that regular forces, numerically predicted
for use in peacetime, will,in the event of a Civil
Defense emergency, need additional manpower. It
is, therefore, the purpose of the Auxiliary Police
to train volunteers in police work, in order that
they may be able to mobilize in the event of a
Civil Defense emergency, and act as an effective
adjunct to the regular force.

In addition to fulfilling obligations under the
law, the volunteer program aids in the Depart-
ment's community relations program, the objective
of which, is to emphasize the mutual interde~-
pendence of the Police Department and the community
at large in the maintenance of law and order and
in the prevention of crime. Membership in the
Auxiliary Police affords citizens the opportunity
to study police work, learn police cobjectives and
goals, and thereafter assist the Department in
its efforts to police the City of New York. The
program will develcp mutual respect and under-
standing between the police and the people they
serve, promote an atmosphere conducive to greater
public cooperation and as a conseguence, lead to
greater police effectiveness.

The Auxiliary Police, like the regular force, is a
quasi-military force. Its members will be super-
‘vised by officers of the regular police force as
well as superiors within the Auxiliary Police.
Whenever the circumstances reguire the services of

AlIYIIIARY ENnRAOEQ @QEMATIAM
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both the Auxiliary Police and the reqular force,
the member of the regqular force present at the
scene will assume command until the arrival of a
superior officer of the regular force. Members of
the Auxiliary Police, regardless of their rank,
will under no circumstances give or attempt to
give orders or instructions to any member of the
( regular force.

8. Auxiliary Policemen, while training, are not peace
officers or police officers, and do not possess
any powers above or beyond those of the private
citizen. In the event cf a Civil Defense
emergency, however, legislation exists which en-
ables the Police Commissioner tc confer peace
officer status upon Auxiliary Policemen. On

August 14, 1951 the City Council passed Resolution

$#433, reading in part -

0

"Resolved, That the City Council pursuant
to section one hundred five of the State

re Defense Emergency Act confers upon members
of the New York City Auxiliary Police the
power to act as peace officers, provided
however, that such members of the auxiliary
police shall exercise such powers only
during pericds: while such members are
actually performing duty officially pre-
scribed or ordered by the Police Commicssioner
of the City of New York and then only waile

. displaying insignia of their authority."
ADDITIONAL Auxiliary Police have only a very limited
DATA authority as peace officers; pursuant to Section
2.20 of the Criminal Procedure Law, "...during
(H a period of attack or imminent attack by enemy
' "

forces..." or "...during official drills...",
as specified in Section 2.10 (26). (EZf. 8/8/83,
Ch. 969, L. 1883)

AUYXILIARY FORCFS QEOTION
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1. The Auxiliary Police is organized into the follow=-
ing units of command: : .

A. Patrol Borough Unit

B.  Patrol Division Unit

C. Patrol Precinct Unit

D, Emergency'Service Borough Unit
E. Eme;gency.Service Precinct Unit
F. Headquarters ﬁnit

G. Special Task Force

H. Harbor Unit

I. Highway Unit

2. The territorial jurisdiction of the Auxiliary
Polirte units are as follows:

A. “'Patrcl and Emergency Service Borough

* “*Units - shall include the geographical
* boundaries coextensive with those of a
‘"Police Patrol Borough command.

B. Patrol Division Units - shall include the
geographical boundaries coextensive with
those of a Police Patrol Division command.

C. Patrol and Emergency Service Precinct
Units - shall include the geographical
boundaries coextensive with those of a
Police Patrol Precinct command.

AUXILIARY FORCES SECTIOH
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D. Headquarters - encompasses all units of
the Auxiliary Police and is citywide in
scope and territorial jurisdiction.

E. Special Task Force - city&ide in scope and
- territorial jurisdiction.

3. The functions of the various Auxiliary Police Units
(j shall include the following:

A. Headguarters Section -~ assist the Command-
ing Officer, Auxiliary Forces Section with
the planning and administration of the
Auxiliary Police Program, and supervise
the Headgquarters Section Units.

1. Headguarters -Staff Unit - perform
statistical, clerical and admin-
istrative duties.

2. Insvectipn Unit - inspection of
Auxiliary Police precinct commands,
(: under direction of the Commanding
Officer, Auxiliary Police Headquar-
ters Section.

3. Communications Unit - relay reports
from field units indicating a need
for police service to the Police
Communications Division.

.

4, Special Projects and Public Relations
Unit -~ seek wide exposure of the
Auxiliary Police Program through the
television, radio and news media.

5. Recrultment and Retention Unit -

(; visit precinct Auxiliary Police
commands to explore methods of
recruitment and carry out such pro-
grams, and put into practice a
system of follow-up procedures
directed toward the retention of
those recruited.

AUXILIARY FORCES SECTION
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6. Training Unit - coordinate Bagic Training and
Basic Management Courses, appvise precinct units
of 'special training courses, such as CPR and RMP,
provide training materials for on-going in-service
training.

Patrol Borough Unit - perform such duties and
assignments as may be directed by the Police
Commissioner, Chief of Patrol, Borough Commander,

and the Commanding Officer, Auxiliary Forces Section.

Patrol Division Unit - perform such duties and
assignments as may be directed by the Police
Commissioner, Chief of Patrol, Borough Commander,
Division Commander, the Commanding Officer, Auxiliary
Forces Section, and the Auxiliary Police Borough
Commander.

Patrol Precinct Unit - perform such duties and
assignments as may be directed by the Police
Commissioner, Chief of Patrol, Borough, Division
and Precinct Commanders, the Commanding Officer,
Auxiliary Forces Section, and the Auxiliary Police
Borough and Division Commanders.

Emergency Service Division - perform their duties as
an auxiliary arm of the Emergency Service District
under the direction of the Police Commissioner, Chief
of Patrol, the Commanding Officer, Special Operations
Division, and the Commanding Officer, Auxiliary Forces
Section.

AUXILIARY FORCES SECTION
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F. Emergency Service Precinct Unit - perform
their duties as an auxiliary arm of the
Emergency Service District under the
direction of the Police Commissioner,

Chief of Patrol, Borough Commander,
Division Commander, Precinct Commander, the
Commanding (Qfficer, Emergency Service
District, the Commanding Officer, Auxiliary
Forces Section, and the Auxiliary Emergency
Service Borough Commander.

G. Special Task Force =-

1. Provide for security at the Auxiliary
Forces Section Headguarters;

2. Conduct Recruitment Drives;

3. Perform administrative duties and
special assignments as directed by
the Commanding Officer, Auxiliary
Forces Section.

H. Harbor Unit - perform duty as an auxiliary
arm of the Harbor Unit under the direction
of the Police Commissioner, Chief of Patrol,
Borough Commander, Division Commander, the
Commanding Officer, Harbor Unit, and the
Commanding Officer, Auxiliary Forces Section.

I. Highway Unit - perform duty as an auxiliary
arm of the Highway Unit under the direction
of the Police Commissioner, Chief of Patrol,
Borough Commander, Division Commandes:, the
Commanding Officer, Highway Unit, and the
Commanding Officer, Auxiliary Forces Section.

AUXILIARY FORCES SECTION
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4, Police Commanding Officers concerned are
responsible for proper supervision of Auxiliary
Police Units within, their respective jurisdiction.
They shall extend every-cooperation to the Command-
ing Officer, Auxiliary Forces Section, in the
operation and administration of the Auxiliary
Police Program.

5. To assist the Police Department with the admin-
istration and supervision of the Auxiliary Police
Program, there is established the following
volunteer rank and table of organization:

A. Order of Rank

Auxiliary Inspector
Auxiliary Deputy Inspector
Auxiliary Captain
Auxiliary Lieutenant
Auxiliary Sergeant
Auxiliary Police Officer

B. Table of organization
1. Headguarters Sectipn

a. Staff uUnit
One Auxiliary Inspector
Clerical Personnel

b. Public Relations !nit
One Auxiliary Inspector
Clerical Persornel

c. Recruitment and Retention Unit
One Auxiliary Deputy Inspector
Retention Personnel

2. Patrol Borough Unit

Ore Auxilizryvy Inspector - Commanding
Officer

One Auxiliary Deputy Inspector -
Executive QOfficer

One Auxiliary Captain

Clerical Personnel

AUXILIARY FORCES SECTION
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3. Patrol Division

One Auxiliary

Commanding Off

One Auxiliary
Officer

Deputy Inspectér -
icer
Captain - Executive

Clerical Personnel

4, Patrol Precinect

One Auxiliary
Officer
One Auxiliary
Officer
One Auxiliary

Unit
Captain - Commanding
Lieutenant - Executive

Sergeant ~ Personnel

Officer

Suzervisors of Patrol:

Aux. Pol. Off. Aux. Sgt. Aux. Lieut.
5-1¢0 1 0
11-19 2 1
20-2¢9 3 1
30~39 4 2
40-49 5 3
5. Emergency Service Division
One Auxiliary Deputy Inspector -
Commanding Officer
One Auxiliary Captain - Executive
Officer
Ore Auxiliary Liesutenant - Personnel
Ofiicer

Clerical Personnel

6. Emergency Service Precinct Unit
One Auxiliary Captain - Commanding

Officer

One Auxiliary Lieutenant - Executive
Officer

One Auxiliary Sergeant for each five (5)
Auxiliary Emergency Service Patrolmen.

AUXILIARY FORCES SECTION
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7. Special Task Force

One Auxiliary Inspector - Commanding
Officer

One Auxiliary Deputy Inspector -
Executive Officer

One Auxiliary Captain - Personnel
Officer

One Auxiliary Captain = Patrol Duties
Four Auxiliary Lieutenants - Supervise
Unit Duties :

8. Harbor Unit

One Auxiliary Inspector - Commanding
Officer

One Auxiliary Deputy Inspector -
Executive Officer

One Auxiliary Captain per District
One Auxiliary Lieutenant per District

9. Highway Unit

One Auxiliary Deputy Inspector -
Commanding Officer

One Auxiliary Captain - Executive
Officer

One Auxiliary Lieutenant per District

10. Mounted Contingents

ttached to Central Park Precinct,
45 Precinct and 123 Precinct

One Auxiliary Deputy Inspector -
Commanding Officer

One Auxiliary Captain ~ per contingent
One Auxiliary Lieutenant = per contin-

gent

The above rank quotas established in the
Table of Organization may not be exceed-
ed, except with permission of the
Commanding Officer, Auxiliary Forces
Section, in special cases.

6. The duties of volunteers designated as Auxiliary

Police superiors shall be to assist the regular
Department in the proper supervision and

AUXILIARY FORCES SECTION
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administration of ‘their respective units. Duties
include:

A. 'Responsible for the discipline of Auxiliary
Police Officers

B. Assist with Unit administration

C. Supervise performance of Auxiliary Police
Officers

D. Other such duties as may be directed by
competant Police authority.

AUXILIARY FORAFR QEALTIAM
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MEMBERSHIP QUALIFICATIONS
AND SCRELENING PROCEDURE

DATE [SSUED DATE EFFZCTIVE REVISION NUMBER Page
July 28, 1992 lJuly 28, 1992 999 1 of 1
PURPOSE To ascertain if an auxiliary police applicant -meets

the basic qualifications for entry into the Auxiliary
Police program.

PROCEDURE When a person desires to join the Auxiliary Police
program, the Precinct Coordinator will counduct a
preliminary interview at which time he/she will

1. Ascertain if the applicant meets the following
requirements:

a. At least 17 years of age
b.. Live or work im New York City
c. Good health
d. Physically fit
e. Able to read and write English
f. Has never been convicted of a felony or
has a previous arrest record that would
prevent acceptance
g. Eieisen uf sre—daited—States—er—hes—filted
£ = ’eee%e—&—eitlze
SEE BEHD v
NOTE Applicants 61 years of age or older and those with
minor physical impairments or disabilities may apply
for membership. Acceptance in the status of Adminis-
trative Duty Only is based upon the needs of the unit
for such personnel. The Commanding Officer, Auxiliary

Palice Section, after review of pertinent data, will

designate the type of duty to which they may be

ageigned.

2. Inform the applicant of the purpose of the
Auxiliary Police program and the role of an
Auxiliary Police Officer.

NOTE The following points must be gtressed:

a. Volunteer nature of the program (non-salaried
position)

b. Members do not possess peace or police officer
powers.

¢c. If approved for membership, applicant is expected

to perform at least 24 hours of duty per quarter,
and at least 96 hours per year.

d. The first year of service is a period of probation
during which the member will be observed and
evaluated to determine his/her fitness to be in
the program. A poor evaluation can result in

membzrship being terminated.

"g. Citizen of the United States, or a
permanent resident, or possess a Valid
Visa 'issued by the Immigration and
Naturalization Service."

Rew (13-
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DATE 1SSUES DATE £FFECTIVE REVISION NUMBSER PAGE
' 1 of 4
PURPOSE To interview, enrocll, 'and process auxiliary police
applicants
PROCEDURE When an applicant meets the basic qualifications for

entrance into the ‘Auxiliary Police Program, the
auxiliary police unit coordinator will conduct an
in-depth interview with the applicant and insure

(j ' that the necessary forms are properly prepared and
processed.

PREPARATION OF FORMS

PARENTAL CONSENT FORM (AFS #1A) TYPED - must be
completed if the applicant nas not reached his/
her 18th birthday. Form will be either:

- signed by parent/guardian in the precinct
coordinator's presence

OR

P - signed by parent/guardian, notarized, and
delivered to the precinct coordinator.

'_.J

2. ENROLLMENT FORM AFS #1 paper copy TYPED -
prepared and signed by the applicant and precinct
cocrdinator, filed at applicant's assigned com~
mand, and used as reference to type the AFS #1
(hard copy) -- see next section.

3. ENROLLMENT FORM AFS #1 hard copy TYPED -
signed by applicant and the precinct coordinator
All captions must be verified by the precinct
coordinator. Captions will NOT be left blank --
"N/A" (not applicable) will be entered where
(; appropriate.

A. Verification of Data

Documentation of data will be submitted and
verified by the precinct coordinator

DATA {caption) ’ Suggested means of
verification

Address Utility bill/ person-
al vieit
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BATE TSSUED. DATE EFFECTIVE REVISICN NDMZZIR SRGE
2 of 4
DATA (caption) Suggested means of
verification
Telephone # Return call
Place of Birth Birth Certificate
Birth Certificate # Birth Certificate
- Voter's Reg. % Voter's registration
card
(j Naturalization Cert. # Naturalization cert-
A !&&f&gﬁiﬂﬂl (if naturalized c1t14en) ificate
DFr clamatd ¢ i—Peciaratiomof—imbent
o’
{ lon # plee tC—ffreatmrerT—To -
Yien Reqstelln - Billeaton  IEEIERTRETTS oo q3-|
g d¢qﬂ5 Péisf% Cﬁﬁ- Other Proof (of , .
b{‘H\L\QI; Cit%%GRSh&?STCAL;b U.S. Passport or Wlh& Vi
q?y* Education School Diploma
SS # Social Security Card
Driver's License $# Driver's license
Pistel Lic #/Type Pistol license
Draft Status Draft card
s Type Discharge DD 214
Military Branch DD 214
h&gl*c' B. Confidential Investigations
AL The following situations will require the
E= Cyﬂﬂer’ $>ﬂ3Cn s A precinct coordinator to conduct an investi-
_ TJOL gation and sgbmlt a report to ;he Commanding
visA, dborxLJ ~ # . Officer, Auxiliary Forces Section. The
ERCl YERR, Fha uelne report will include details, interviews and

L| PERSONAHLLY statement from coordinator recommending
LCCYduﬂ\&jJ&l) Lo approval/disapproval of enrollee's ap-

CJLLt)L'%KJL.VLS*V 9{ e plication. Documentations will also be

XYuqutuUL/'hJ U aru &47‘%haj' attached (for example, court transcripts,
letters from doctors, etc.)

~ Military discharges {(other than honorable)
93~ - Physical defects/impairments
- A "Yes" answer to "Ever Summoned (except
traffic) or arrested?" In this situation
preliminary investigation will be conduct-
ed at the time of enrollment. The
applicant will be reguired to:
- submit, in his/her handwriting a
statement explaining the details of
the incident/s;

| AlIXIITARY ENARCESR QEATIAN
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6, 1991 | May 6, 1991 |- 91 - 1 | 3 of 4

- obtain a court trangcript of the final
disposition

An in-depth investigation will be conducted
by the coordinator after the F.B.I. and
Ident. Sect. record checks are completed.

=4
o
]
1

The above list is not all inclusive. The C.O.,
Aux. Police Sect. may direct that further investi-
. gation o0f an applicant be conducted if necessary.

ADDITIONAL Situations such as conviction for a serious crime,
DATA current participation in a drug addiction treat-
ment program; serious physical impairment, or
obvious lack of aptitude to effectively participate
in the Auxiliary Police program are sufficient
grounds for disapproval of an applicant. In such
" instances, the applicant will not be enrolled.

4, TFINGERPRINT EORMS

A, F.B.I. - Applicant Form (FD 258) - 1 copy

B. SNon-Criminal Fingerprint Record (PD 423-144) -
1 copy

All captions will be TYPEWRITTEN, Signatures
entered as required.

5, FINGERPRINT SEARCH REQUEST - APS #38

3x5 card (orange) - 1 copy typed
Card will be stapled, face up, to the rear of the
fingerprint form (PD 423-144),

6. CONTROL CARD - APS #2

3x3 card ~ 3 copies typecd

wn

7. MACHINE-TYPE PHOTOS

Two are required.

Applicant's name and command will be entered on
the rear of the photo. One will then be stapled
to the rear of the APS #1 (hard copy) at the
upper leit hand corner.

One copy retained at command,.
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1991 May 6, 1991 - 91 - 1 :Pﬂkq W
- + o:

BASIC TRAINING COURSE ROSTER - APS #4

5 copies =~ TYPEWRITTEN
Check "Initial Report" for the initial package.
Check "Final Report" for the final package.
Complete appropriate captions for initial and
final reports. '

Students' names must be in alphabetical order,
LAST N&AME FIRST.

TYPE RECORD CARD - APS #35

TYPEWRITTEN
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DROCEZSSING OF ENROLLMENT
. DACKAGE - INITIAL/FINAL
CATE (SSUED _SAT'. LERECTIVE "ér.llm NS 2 '.35-2'
' May 6, 1991 May 6, 1991 ! 91 - 1 | 1 of 2

INITIAL PACKAGE -~ must he completed and submitted in
PERSON by the precinct coordinator to the Auxiliary
Police Section by the 4th class of the Basic Training
Course.

Do NOT hold up the enrollment package for the

lack of some information. Deliver the entire package
so that the recruits' fingerprint cards and uniform
vouchers may be processed on time. Any missing

information should be forwarded as soon as possible
to the Auxiliary Police Section, to the attention of
the Enrollment/Clerical Unit, with the applicant's
command and Basic Training Course number.

The initial package consists of the following
forms, ALL TYPEWRITTEN:

A. 1 - APS #1 (Enrollment Card), hard copy, to
. the Auxiliary Police Section
1 - APS #1, paper copy, retained at command

B. 1 - APS #1A (Parental Consent Form) - if
applicant is under 18 years of age

C. 2 - current passport size photos
1 - to APS, stapled to the reaxr, upper
left hand corner of APS f1
1 - retained at command, stapled to APS #1

D. 3 -~ APS #2 (3x5 card)

- to A.P.S., affixed by paper clip to
the front, upper left hand corner of
the APS #1 (hard copy). 4A.P.S. will
forward one copy to the boro coordinator
1 - retained at the command

E. 5 - APS #4 (Basic Training Course Roster),
delivered to A.P.S. for distribution:

~ retained at A.P.S.

- sent to borougl coordinator

- sent to Identification Section

- returned to command

™~

[
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PRCCZISSING QOF ENRCLLMENT
PACKAGE - INITZAL/TINAL

DATE [Ssiel (OATE ZFFECTI “E 0 ISION ez SAGE
May 6, 1991 | May 6, 1991 a1 - 1 2 of 2
F. 1-F.B.I. Fingerp;int form
G. 1-NYPD Non-Criminal Fingerprint Record
(PD423-144) .
Type due date on top, right cornmer (6 weeks
after date that initial package is
delivered to A.P.S.)
H. 1-APS #38 - stapled to the rear, top center,
of the NY?D fingerprint card, face up.
I. 1-APS #35 Service Record (Time Card)
NOTE ' I.D. numbers will be issued to precinct coordinators
at A.P.S. Previous enrollees or members will retain

their original I.D. number.

FINAL PACKAG
passed the £i
T

after the student has successfully
nal acaann ic exam, the geli-defense
aining, he/she is qualified for

and field t
membership

Within 5 days after completion of the course,
forward the following forms to the borough liaigcon
concerned at A.P.S.: ,

A,  1~APS #6 - for each student

B. 1l-Certificate of Accomplishment - for
each student

c. 1-Scholastic Achievement ~ for the
student with the highest grade

D. 2-aPS #4 -~ marked, "F 1 Report'
E. 2~APS #3
NOTE Staple one copy of each APS #4 to a copy of APS #5.

1-Self-Defense Testing form for each student

Lo |

G. 1-State form DCJS 2005, alphabetized and
typed. Only include those members who

have passec¢ BOTH the academic and self-
defense tastis.
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ACTIVE PARTICIPATION

DATE- 1SSUED DATE EFFECTIVE REVISION NUMSER PAGE
11/21/90 L 11/21/90 , 90-3 1 of 1
1. Membership and Active Status in the Auxiliary

Police begins on the date that the applicant
is issued a shield.

2. In order to retain an "Active Status", members
must perform eight (8) hours per month. However,
if a member does not participate eight (8) hours
in a month due to unforeseen circumstances, that
menmber will be given an opportunity during that
guarter year to fulfill the minimum reguirement
of twenty-four (24} hours.

If a member has no hours in a three (3) month
period, he/she will be contacted by the unit's
coordinator. The coordinator will interview the
member and make him/her aware that unless he/she
meets the minimum standards set forth in paragraph
#1 within the next calendar quarter, he/she will be
dropped from the rolls.,

(V3]

NOTE: This will allow a member a six (6) month period to
conform with minimum standards.

ADDITIONAL A normal tour of active duty shall consist of four (4)
DATA hours duration. The Commanding Officer, Auxiliary
Forces Section, or Precinct Commanding Officers, may,
however, in certain cases or for special details,
authorize a tour of more than four hours.

AUXILIARY FORCES SECTION
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" —
\ TIME ACCRIDITEIC 7 nUXIuInRY PCLICE MEMBERS
i
DATE ISSUED - DATE EFFECTSVE REVISION NUMBER PAGE
° 0 61701790 i)
02/01/90 | 90-1, 1 o€ 2
BPURPOSE To insure the eguity and integrity of the
procedures by which Auxiliary Police members are
accredited with time for duty performed.
PROCEDURE 1. Auxiliary personnel reporting for duty shall

enter only the actual time on the A.F.S. 310
when he arrives at and leaves his command.

2. There is no travel time, only actual class
time, credited to members who are attending
the following training courses:

Basic Management
Rascue

C.?.R.

Driver Training

. Mcunted Training

O o

3. When members are assigned to parades, special
events, details, etc., that are not within
their permanent command, and it is deemed
impractical for those members to sign both in

- ané out of tkeir permanent command, the
- , following shall apcly. :

a. When member is reculred ta *epcrt directly
for duty outside of his permanent command
he will be credited with the follow1ng
(reporting) travelling time: :

1. forty-£five (45) minutes if within the
4 Borough, or,

2. one hour and fifteen (1:13) minutes
if outside the RBorcugh.

b. Wwhen member reports directly outside of
permanent command, upon dismissal the
. folleowing shall apply:

1. 1If member has completed a four (4)
hour tour {exclusive of travelling
time} he shall be accredited with
an additional forty-five (45) minutes
travelling time within the Borough ar
one hour and f£ifteen (1:13) minutes
if outside the Borough.

{e.g. take the :45 minutes travel tizs
tp frent and in the back and total
this with the four (4) hours perforzed

.‘ Zor a grand tctal of Sk hours.)
-

AUXILIARY FORCES SECTION
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TIME ACCREDITED TO AUXILIARY POLICE MEMBERS

DATE ISSUED

06-20-88

DATE EFFECTIVE REVISION NUMBER PAGE .

06-20-88 | 88-1 l 2 of 2

If member has not completed a four (4)
hour tour he may return to his permanent
command to sign out or subtract the
balance of the incompleted four (4) hour
tour ‘from his travel time which would
have been credited if the tour were
completed.

(e.g. A 19th Precinct A.P.O. starts his
tour at 1900 hours at the Central Park
Precinct. At 2215 hours he is dismissed.
He doesn't go back to his command but
ends his tour at C.P.P. Take the :45
minutes travel time up front and add it
to the 3:15 performed to give him 4
hours.)

C. When member signs in at his .
permanent command and is subsequent-
ly assigned outside of permanent
command and cannot return to
permanent command within a four (4)
hour tour, he shall be accredited
with travel time as outlined in
above subdivisions B (1) and (2).

AUXILIARY FORCES SECTION
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HOURLY PERFORMANCE BY
AUXILIARY POLICE SUPERVISORS

|DATE EFFECTIVE RE™ .S oN NUMEER SRS

s l lofl

th

The quality and gquantity of Auxiliary Police
verformance is Largely dependent upon highly
inspired and dedicated Auxiliary Police super-
visors who are in a unique position to provide
leadership and direction to other Auxiliary
Police menbers.

It is difficult for a supervisozv officer +¢o

- reguire increased hourly performance from a sub-

ordinate unless the supervisor fully participates
in the program. BHe/she should perform a minimum
number of hcurs each fiscal year; the hours should
be ecually distributedé throughout the year.

Therefore, Auxiliary Police supervisory cfficers
snould perZorm the following minimum number of
hours arnually: .

Sergeants - 126 hours
Lieutenants - 1§60 hours

Captains and above - 200 hours

Yearly time performance by Auxiliary Police super-
visory officers shall be considered in the
preparation of semi-annual evaluation reports
under the category "dependability."

Those officers not performing the required
minimum number of hours may be reduced in rank.
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PURPOSE To allow members, for personal reasons, to temporarily
. become inactive in the Program. They may request a
leave of absence not to exceed twelve (12) months.
AUXILIARY 1. Member shall.return his/her shield and identifica-
AEMBZR tion cardé to Unit Cocrdinator.
UNIT 2, .Prepare in triplicate forms aA.F.S. #1%9 (Receipt
COCRDINATOR for A.P. Shield and r1.D. Card) and A.F.S. #34
(Personnel Daxa Chance).
3. Endorse both forms ané hand deliver ALL copies
~to Brouch Coerdinator with shield and I.D. card.
NOTE 4. Sign bcth forms and give one (1) cepy of each to
BOROUGH Unit Ccordinator as his receipt.
COORDINATOR
ettt et - - . . . -
5. EHand deliver the remaining two (2) copies of
each form with the shielé and I.D. card to A.F.S.
A.F.S. 8. Sign beih ferms showing receipt for the shield
MEMBER and I.D. card. XKeep the oricinal copv with the
shield and I.D. caré and give the other copy to

ADDITIONAL

DATX

——

IC_Q
RPS

———————

the Borough Cocrdinator as his receipt.
7. sSafeguard shield and I.D. Caxd.
Form A.F.5. #34 will not be used to return members
tc duty at the cempletion of a leave of absence.

Such members are automatically returned to duty
when the leave expires.

=3, Gue ‘CLM*\L Cuwopfe\/a,\ or d@a@pm\/o\j
TO e recommendoation) of the

Lon Coordwaker o

AUX'LIARY TEDAZSO e ewmyman




-

AUXILIARY CUIDE  mmsew s 3-8

ANNUAL UNIrORM ALLOWANCE

GUIDELINZS
CATL [SSES AT (LTI E =i ML e
| ‘ ! 1 cf 1
PURPOSE To compensate qualified members for the maintenance

of their uniforms.
TO QUALIFY TEE MEMBER MUST:

1. have been in the procram for the entire fiscal
year, e.g. Julv 1, 1988 to June 30, 1987

2. have periormed 126 hcurs or mora

3. have performed time in at

§—

east eight (8) months. -

NOTZ A hardship occasioned by & medical emergency resulting
: in a leave of absence mav be grievad in writing to
Commanéing O3ficer, Auxiliary Forces Section. This
procedure relates to subkdivision (3) above. - No other
exceptions are permitted.

AUX‘L!A%? LR W - T S b
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ADMINISTRATIVE DUTY ONLY

DATE ISSUED

02/01/90 01/01/90 ! 90-1

DATE EFFECTIVE REVISION NUMBER PAGE
1 of 2

o

The following persons shall be classified
"Administrative Only".

Any active member who has suifered an accident or illness,
and, in the opinion of the Commanding Officer, Auxiliary
Forces Section,-can only perform administrative duty.

Any active member who does not attend the annual Baton
and Use of Force training.

These members will be designated "Administrative Duty
Only" and will not be permitted to perform patrol duty
until they make up that session.

A new member who does not attend the self defense
training in the Basic Training Course, or who, due
to age or physical impairment, would jeopardize the
szfety of any persomn.

Each coordinator will maintain an annual Baton and Use
of Force training folder, in which will be filed:

A.F.S. #10's (Roll Calls) incdicating those members who
have attended the self defense training and;

lists prepared during January of each year, of those
members who did not take the required trzining
during the previous year,

It is the responsibility of each coordinator to
personally inform each member classified "Administrative
Duty Onlv" that he/she cannot perform patrol duty.

AUXILIARY FORCES SECTION
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ADMINISTRATIVE DUTY ONLY

DATZ [SSUSD DATZ ZFFECTIVE REVISION NUMEER PAZ

42-9 | 2 of 2

Q ol Mtﬁ d

Members designated "Administrative Duty Only" are
authorized to perform non-patrol duties, such as:

Y >N
.

Clerical duty
Base station radio dispatcher
Base station assistant

Telephone switchboard du=%

m A Q0 o o
<

Other duties not relatsd to patrol

(9]}

Under no circumstances will personnel designated
as "Administrative Dutv Only" be assigned to
patrol duty.

6. Since "Administrative Duty Only" personnel are not
trained in self-defense, they are not authorized

to travel in uniform to and from the station
house or place of assignment.

27, The (eeap ot e L ‘
C.Lpfix,c,cc S \CUU Cuﬁtsf\f\u~v“\,w“;*thU—*L
Doty Only Lo berseel Lepen oo
o cld (,-tf.( o Lupet gt I,Q,L.LC/L

pu SEvvn .

{ A . -~
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REQUEST FOR AUXILIARY
POLICE RECOGNITICN

DATE

1SSuEd DATE EFFSCTIVE REVISION NMSER PAG

1
1l of 3

PURPOSE

DEFINITIONS

REQUESTING

MEMBER

To process recuests for Auxiliary Police recognition

An Auxiliary Commanding Officer may recommend, through
the Precinct Coorclnator, members of the Auxlllarv
Poclice for recognition in the following grades in
descending order of importance:

Award of Vvalor

Awarded to individuals who have performed an outstand-
ing act at great personal risk.

Commendation

P

Awarded for an outstanding act, such as the saving of
human life, good arrests, “or providing information
which led to gcod arrests

Award of Merit

Awarded for actions above and beyond routine, which
reflect lnueTllgence and alertness on the part of the
member andé bring credit to the Auxiliarv Police and
the Department.

Unit Citation

Awarded tc a Unit for a mass action above and beyond
routine, which renders a community service.

500 Hcur Service Award

Awvarded to members for 500 hours of faithful and
satisfactory service.

r of Rececgnition

t

ot

+
=

e

[{]

e pe rsonal recognl*~on for circumstances

£
ing within the awards described above.

£2 I
t =

th ot

e
1

= K

3
(oY
C a

Whenever a memcer of the Auxiliary Police performs
an act worthy oI recognition:

e three (3) copies of Recogrition Request

1. Prepar
.S. #28). Complete all captions.

AUXILIARY FOARCES €ErTiAM
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REQUEST FOR AUXILIARY
POLICE RECOGNITION
DATE ISSUED JDATE EFFECTIE REVISION NMEEs PAGE
I 2 of 3

PCT. CUORD. &
AUXILIARY
COMMANDING
OFFTICER OF
REQUESTING
MEMBER

NOTZ

BOROUGH
COORDINATOR

BOROUGH AUX.
POLICE AWARDS

COMMITTEE

NCTE

ORCUGH
COORDINATOR

2. Deliver ccmpleted forms to Auxiliary Commanding
Officer within twenty (20) days after incident.

Each request for departmental recogdltlon may include
details oI ONLY one (l) accomplishment.

3. Review recuest to determine validity.

4. Conduct investigation inzluding:
a. checking department records
b. Interviewing witnesses (in perscn or by tele-
phione
c. Interviewing members ccncerned

5. Encdorse and forward two (2) co

pies (A.F.S. #28
to the Bcrouch Ccordinater anéd file

the 3rd copy

in the uait file.
To reguest a Unit Citation
a. A majority of the unit must have performed
outstancding duty as a group. (Fifty one $ or
more)

b. The names of all members concerned shall be
includeé on th e A.F.S. £28 (use reverse side
of the form).

c. Three (3) copies of the A.F.S. #28 will be
prepared and distributsd as per step 5 above.
6. Endorse and forward both copies tc the Borough
Awards Committee. |
7. Review and comrlete necessary endorsements on
the Reccgnition Requsst form (A.F.S. #28).

e Auxiliary Police Borough Commanding Officer will
ensure that all asszgned Recocq"ion Reguests have
been reviewed and all information has been completed
¢ submit them to the Borough Coordinator.

8. Retain one (1) copy at the borouch office and
forward one (1) copy to the Commanding Officer,

e e TR

AlIYIL1TADY EADACEe ©€@IZATIAWY
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REQUEST FOR AUXILIARY
POLICE RECOGNITION

{8sLEs OAYE EFFECTIVE IREVISICN NMET R SAGE

NQOTE

COMMANDING
QOFFICER,
AUXILIARY
FORCES
SECTION

ADDITIONAL
DATA

Auxiliary Forces Section, marked Attention: Awards.

Borﬁugh Coordinators shall ensure that their Awarda
Committees promptly review Recocnltlon Requests
assigned, and submit them to the Commandlng Officer,
—Auxiliary Forces Section by the 15th of each month.

9. Will have the final determination in all awards.
10. Wil1 oublish an approvriate Auxiliary Police

Order cecntaining the names and awards issued to
Auxiliary Police members.

The auxiliary Pclice Awards Committee will consist of
the Auxiliary Pclice Borough Commanding Officer and
two (2) Auxiliary Police Deputy Inspectors f£rom the
borouch office. The Committee shall be comprised of
EXZZ (3) members. If an Auxiliary Deputy Inspector
is nct available an Auxiliarv Captain from the A.P.

Bercuch office may be assigned.
A br

==
£z
ths ce

st bar is horizontally centeared % inch above
nter c¢f the shield.

Acdditional breast bars are worn with % inch space
between each bar, in order of importance. (Higher
awarxdés above lower cnes)

When a member is granted additional awards of the
SiM= TYPE, he/she must wear ONE breast bar with the
aptropriate numker, indicating the number of awards
granted, imprinted therncn. For example,

A, Un-numberod Award of Merit Bar indicates :

ONB nwa-; af Merit.

"

BE. Award oI Merit Bar with the numbexr "1"
1mnr1ntec thereon indicates TWO Awards

Merit Bar with the number "2"

C. Award of
imprinted thereon indicatass TEREE Awards
of Merit.

tes Flag Emblem, nct exceeding one (1)
inch scuare, may be worn % inch akove the center of
the shield or br

Nc octher med emblem or decoration may be worn,

cal,
excert with the approval of the Ccmmanding OfZficer
Auxiliary Fcrces Section.

AUXILIARY FOARCES] QFCOTINAN
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PROMOTICNS
DATE ISSUED DATE EFFECTIVE " REVISION NUMBER PAGE
Jan. 6, 1992 IJan. 6, 1992 ! 92-1 1 of 3
1. Promotions are made by the Commanding Officer,
Auxiliary Police Section. Recommendations

within the guidelines of this procedure will be
accepted and given consideration.

2, TRAINING - Members recommended for promotion to
auxiliary sergeant must have successfully completed
the Basic Management Course within three (3) years
of such recommendation.

3. AGE - A member under the age of twenty-one years
who has completed two (2) years of service following
the date that he/she was approved and qualified for
membership on orders, has shown himself/herself to
be a mature individual with leadership qualities,
and has successfully completed the Basic Management
Course, may be recommended for promotion by his/her
auxiliary commander. Paragraph #6, "Comments'", on
form APS #24, must include justification for the
promotion in view of such member's age.

4, VACANCY - Prior to preparing a recommendation for
promotion, Proc. 2-1, page 5, par. 5B, subd. 1
through 10, of this manual must be comnsulted to
assure that the recommended promotion falls within
the allowable quota.

5. RECOMMENDATIONS =~ First consideration for promotion
will be given to members. of the unit concerned, and
from the next subordinate rank.

a. Recommendation for promotion to auxiliary
SERGEANT or LIEUTENANT will be made by the auxiliary
commanding officer of the unit after conferring with
and approval by the unit coordinator, Form APS #24
(RECOMMENDATION FOR PROMOTION TO AUX. SGT. OR LIEUT.)
will be used. When the form is completed, the
auxiliary commander will attach the two most recent
evaluation reports for the member and submit the
forms to the unit's coordinater for endorsement and
forwarding to the Auxiliary Police Section through
channels.

AUXILIARY POLICE SECTION
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A.UXHJARY GUIDE PROCEDURE No. 3-11

PROMOTIONS
DATE ISSUED DATE EFFECTIVE REVISION NUMBER PAGE
Jan. 6, 1992 | Jan. 6, 1992 | 92-1 2 of 3
b. Recommendations for promotion tolauxiliary

CAPTAIN and above, or for designating a member as
"in-command", will be made by the Police Commanding
Officer concerned, on form APS #24A (RECOMMENDATION FOR
PROMOTION TO AUX. CAPT. AND ABOVE OR A/SGT/LT-IN-COMMAND) .

The two most recent evaluation reports for the member
must be attached to the APS #24A. When the form is
completed at the precinct level, it will be forwarded
to the patrol borough coordinator for endorsement by
the Borough Auxiliary Police Program Supervisor, and
then forwarded to the Auxiliary Police Section. When
the form is '‘prepared at the patrol borough level, it
will be forwarded to the Auxiliary Police Section
direct.

It is suggested that prior to being considered for the rank
of auxiliary captain in a precinct unit, a member should be
recommended for designation as lieutenant-in-command. After
a reasonable period of time, during which the member's
performance should be carefully observed, the member could
then be recommended for promotion to auxiliary captain.

6. PROCESSING OF PRECINCT RECOMMENDATIONS AT THE BOROUGH LEVEL -
Personnel whose positions are listed on form APS #24
under the caption, "ENDORSEMENTS'", will indicate
their rec¢ommendation by checking the appropriate
captioned box, "APPROVED", or "DISAPPROVED." 1In the
event disapproval is recommended, the person making
such recommendation must -attach a report which
justifies such recommendation. .After all endorse-
ments are made, the borough coordinator will forward
the form to the Auxiliary Police Section. In cases
pertaining to the Auxiliary Emergency Services, the
A,P.S. Coordinator will present the form tec the
A.E.S. Zone Supervisor concerned for endorsement.

7. BOARD OF REVIEW -

a. A Promotion Board of Review will be held at the
Auxiliary Police Section. It*will consist of the
Commanding Officer, Auxiliary Police Section, and/or
police superiocr officers of A.P.S., and designated
Auxiliary Police superior Gfficers. The Board of
Review will meet at frequent intervals.

AUXILIARY POLICE SECTION
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PROMOTIONS

DATE ISSUED DATE EFFECTIVE REVISION NUMBER PAGE K]
Jan. 6, 1992 'Jan. 6, 1992 | 92-1 3 of 3

NOTE: ©Notifications to appear before the Board of Review will be
made by the Auxiliary Police Section directly to the member
concerned. Therefore, it is important that the telephone
numbers listed on line 2 of the promotion form be the
member's current phone numbers.

b. Members recommended for promotion to auxiliary
sergeant may not be required to appear before a
Board of Review.

8. APPROVED PROMOTIONS - Promotions that are approved
will appear on Auxiliary Police Section Personnel Orders.
Unit coordinators will inform the member o¢f the approval
and direct him/her to appear at the Auxiliary Police
Section on the next shield night for exchange of member's
shield and I.D. card.

9. PROBATION PERIOD - All promotions will be on a
probationary status for a period of one year, during
which time a negative evaluation may result in
demotion or extension of the probationary period.

NOTE: Retention of rank will depend upon regular attendance,
proper performance, loyalty and leadership qualities.

RELATED

PROCEDURE

Basic Management Course, Proc. 9-3:

AUXILTARY POLICE SECTION
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AUXILIARY POLICE EVALUATIONS

DATE [S3LED OATZ EFFECTIVE REVISICN NUMBER PAGE
5-1-8¢ | 5-1-8¢ 89 - 1 | 10£4

PURPOSE To evaluate the job performance of all members of the
Auxiliary Police, and to place responsibility for
evaluaticn within the member's ccrmand.

PROCEDURE Each Auxiliary Police Officer will be evaluated on

form AFS #9 (EVALUATION REPCRT ~ A.P.0.) and each

Sgt. and above on form AFS #9237 (EVALUATION REPORT -
A/SGT. & ABOVZ) by a superviscr of higher rank,
designated by the auxiliary commander, and who has
sufficient freguency of contact and observation of
performancg to properly evaluate the subordinate.
Auxiliary ccmmancders are evaluatad by unit coordinator
on fcrm AFS #S3B (EVnLUATION REPORT - C.0.).

APO's are evaluated cnce each year for the periced
May tnrcoucgh April, with the follcwing exceptions:

.2a. Members with under one year of service, which
is a probaticnary period, will be evaluated at the
and of their first five-month and first ten-month
periods. A negative evaluation during the
probationany period can result in terminatian.
Subsecuent evaluaiions will be for twelve month
periods (May through April).

b. Members with over one year of service who
receive a negative evaluation and gemain in the
pregran, will be automatically on probation Eor

one year, and will be given follow-up evaluations

at the end OF tnree =md six menths following the
negative evaluation. Failure to improve performance
satisfactorily can resuli+ in termination.

Members with the rank of sexgaant and abcve are
evaluated twice each year, for the periods April
through September, and Cctober through March.

During the first year following each promotion, which
is a probationary period, a negative evaluation can
result in demction.

In addition to 211 of the above, an Interim

evaluation can be prepared at any time deemed
apprcpriate.

AUXILIARY FORCES SECTION
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. AUXILIARY POLICE EVALUATIONS
DATE :SSUED AIT TEFICTIVE V
: B ISSuES DAYZ IFFEITIVE REVISION NUMSER PAGE
S.7.-80Q -1
£-1-89 5-1-89 ! g9 - 2 of 4
1. Conduct a perscnal interview with the individual
being rated, informing a member whose rating is
below standards how to imprcve performance.
RATEE 2. Complete captions for acceptance or disagreement
with the evaluation, date and signature.
RATER 3. Give ratee a ccpy of the evaluation.
4., TForward the form to the unit auxiliary commander
for review and endcrsement.
AUXILIARY . . ,
e 5. Review evaluation, endorse nd forwar i
COMMANDER W eV . , and forward to un;t
e ccordinator. T
NOTE If regquest for appeal is indicated, see Proc. 3-13.
UNIT . . .
— 6. Review anc endorse evzaluation.
COORDINATOR suation.
7. If the rates's performance is satisfactory, file
the report in ratee's folder in his/her unit.
8. Evaluate the unit auxiliary commander. Steps 1,
2 and 3 (above) then aprly.
9. . Present evaluation of aux. commander to the
precinct commander for review and endorsement.
NCTE At the Borough level, the Aux. Police Program
Supervigor may review and endorse the evaluation of
the borough auxiliary commander.

10. Torward two copies of the evaluation of the aux.
commancder, and two copies of evaluations of any
other member whose performance is below standards

) in any category, to the borough cocrdinator.
BOROUGH . . . . .
T 11. ZEndorse evaluations received from precinct units.
COORDINATOR - = 5

12. Forward one ccpy of evaluations received Irom
precinct units and one copy cf the borough
auxiliary commander's evaluztion to the C.0.,
Auxiliary Forces Sectiocn.

CO, AFPS 13. Maxs final determination on evaluations received
frem borcuch coordinators.

AUXHJARY‘FORCES SECTION
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AUXILIARY POLICE EVALUATIONS

DATE 153485 DATE E772CTIVE REVISION MUMEER PAGE

5-.-8¢ | 5-1-82 89 -1 l 3 of 4

ADDITIONAL A recommendation for REDUCTION IN RANK can be made in
DATA one cf the following ways:

A. After a member has been given fair warning,
has been told what his/her deficiencies are, has
been tcld what to do to correct those

- deficiencies, and has nct done so, a complete
report is required and must include the specific
dates that theé member was so informed, and
exactly what the member was told on each
cccasion. It is suggested that immediately
aZter each such personal interview, the rater
crepare & dated memc describing what was told to
the member. The memo will be valuable in
preraring a reccmmendaticn for reduction in rank.

-

B. A memper may be reduced in rank as a result
of disciplinary charges as described in Aux.
Cuicde Proc. 8-5. '

Positive eva
frem ‘the Ser
after twe ve
must be reta

for all members mzy be removed
le at-their unit and destroyed
t that the fimal evaluation
e unit for future reference.
If member's below standards performance improves,
resulting in positive evaluations, then the negative
evaluation may be removed after two Years and
destroyzd. If member's performance dees not improve,
or if acticn is taken as a result of a negative
evaluation, such as a reducticn in rank, then the
negative evaluation must remzin as part of his/her
file. Final evaluations must be retained for future
c

referen

[£1]

A formal evaluaticn must be used with the attitude
that it is a positive training tocol. t is used to
show both strengths and weaknesses in an individual's
performance. A combination cf the written evaluatien
and a private review of the evaluation with the ratee
should be used to improve the performance of the
indivicdual member, which then leads to improvement of
the unit.

CAUXILIARY FORCES - SECTION
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PROCEDURE
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=12
AUXILIARY POLICE EVALUATIONS
DATE IsSuse CATE EFFICTIVE REV.SION NUMSER PAGE
5-1-89 5-1-89 4o - 1 4 of 4

A recommendation of termination is to be taken very

‘seriously, and must be justified in the evaluation.

It requires that the evaluator show that the member's
performance was extremely poor, the member was
instructed on how to-improve, was given an
opportunity to improve, and did not do so.

In order to be of value, an evaluation must be fair
and accurate., It affects not only the individual
invelved, but other members of the unit, all of whom

.are watching to see if good performance is recognized

and pocr performance correctec.

Appeal of Evaluation - Proc. 3-13.

AUXILIARY FORCES SECTION




PRCCEDURE No. 3-13

REVISION NGMEZR PAGE
89-1 | 101
PURPOSE To permit a member of the Auxiliary Police to appeal

his/her evaluation.
PROCEDURE When a member wants to appeal a performance evaluation:
RATER 1. Inform auxiliary commanding officer.

AUX. C.0O: 2. Schedule an interview with members ccncerned
(rater and ratee.) :

NOTE If the aux. commander is also the rating officer, a member
of the borough aux. staff, above the rank of A/Capt., will
schedule the interview and serve as the resviewer.

3. Attempt to resolve the appeal.

RATEE 4.

If appeal is NOT RESOLVED by akbove review, submit
a report on Typed Letterhead within ten days to
the borough cocordinator.
BOROUGH 5. Review the matter by interviewing appropriate
COORDINATOR parties and examining pertinent records.

6. Report findings in triplicate, as follows:
a. ORIGINAL - to reviewer whg will .inform rater
‘ and ratee of findings:
b, DUPLICATE - to member appealing;
c¢. TRIPLICATE - to Personnel Director,. A.F.S.,
for inclusion in ratee's Personal Folder.:

NOTE A member of the Auxiliary Police has the right to
appeal the contents, recommendations .or overall
rating of his/her performance evaluation, if cause
for appeal stems from:

a. Pactual error '

b. Rater's misinterpretation of instructions

¢. Bias or prejudice on the part of the rater

d. Evaluation is based upon CTHER THAN
performance factors.

AUXILIARY FORCES SECTION
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MEMBER
CONCERNED

NOTE

PERSONNEL
DIRECTOR

.

PRECINCT
COORDINATOR

BOROUGH
COORDINATOR

NOTE

NOTE

COOKRDINATOR
OF NEW
COMMAND

1.  Transfers of auxiliarv members from one volunteer
unit to another may be made in one of the follow-
ing ways:

A. Upon application by the member concerned;

B. Upon request of the Precinct Commanding
Officer concernad;

g

C. Upon direction of the Commanding Officer,
Auxiliary Forces Saction.

2. Reguest for transfer will be mads on form AFS
#34A (APPLICATION FOR TRANSFER), by the member
concerned, and mailed directly to the Personnel
Director, Auxiliary Forces Section. All captions
on the top hali of the form must be completed.

All coordinators are responsible for having blanks
of form AFS #34A readily available for any member
recuesting one.

3. The Personnel Director will forward a copy of
the application to the coordinator of the unit
to which the member recuests transier.

4. The precinct coordinator will ccmplete the first
endorsement:, and then forward the form to the
Borough Coordinator.

5. Borough coordinators will complete the second
endorsement, and then forward the form to the
Personnel Director, Auxiliary Forces Section.

If a precinct or berough cocrdinator recommends
disapproval, a report on TY2ID LETTERHEAD giving the
reason for disapproval must be attached to the

AFS #34A.

The Commandéing Officer, Auxiliary Forces Section,

shall make the £final approval or disapproval of all

transfer reguests. Transfers will be made effective

on the first dav o a month, and published as such

on Personnel Orders. As a resulif, a member will

appear on only one (1) AFS 436 (MONTHLY ROSTER) each

menth.

6. Upon receivinc notification of approval of the

‘ transfer, the coordinatcr of the member's new -
command will notify the member. Duty can begin
on the efiective date ¢f the transfer,

AUXILIARY FARCER RerviAu




AUX!L!ARY GUIDE Procedure No. 3—1’5

DROPS, DISMISSALS OR RESIGNATIONS

DATE ISSUED DATE EFFECTIVE REVISION NUMBER . PAGE -
Jan. 6, 1992 ' Jan. 6, 1992[ 92-1 1 of 2
PURPOSE To maintain an accurate roster of the Auxiliary Police

Program by removing those members who are inactive or
who wish to resign.

UNIT 1. Prepare form APS #34 (Personnel Data Change) .in

COORDINATOR triplicate. Form APS #19 (Receipt for Return of
Shield and I.D. Card) will also be prepared, in
triplicate, when member surrenders his/her shield
and I.D. card.

NOTE If the member has not returned his/her shield and identi-
fication card, the reason must be stated along with what
specific efforts were made to contact the member, such as
visits to member's residence, place of employment, etc.
Coordinators must make a sincere effort to obtain the
shield and I1.D. card from each inactive member.

2. Endorse form(s) and hand deliver all copies to
Borough Coordinator with shield and I.D. card,
if applicable.

BOROUGH 3. Sign form(s) and give one (1) copy of form(s)
COORDINATOR to Unit Coordinator as a receipt.
4, Hand deliver the remaining two (2) copies of

form(s) to the Auxiliary Police Section, along
with the shield and I.D. card if applicable.

A.P.S. 5. Sign form(s), retain the original copy, and
MEMBER give one copy to the Borough Coordinator as a
receipt.

6. ‘Safeguard shield and I.D. card if returned.
C.0., - 7. Give final approval or disapproval to the
A/P.S. recommendation of the unit coordinator.

ADDITIONAL Continued membership in the Auxiliary Police depends

DATA upon obedience to. orders, satisfactory performance
of duty, good behavior and a_.willingness to meet the
required standards.

AUXILIARY POLICE SECTION




AUX‘L’ARY GU!DE Procedure No. 3-15

DROPS, DISMISSALS OR RESIGNATIONS

DATE ISSUED DATE EFFECTLVE REVISION NUMBER PAGE
Jan. 6, 1992 |Jan. 6, 1992 | 92-1 2 of 2

A member's service in the Auxiliary Police can be
terminated by the Commanding Officer, Auxiliary
Police 'Section, for any of the following reasons:

a. Resignation;
b. Honorable Discharge - termination of over ten
years of honorable service;
¢c. Dropped - failure to meet the required minimum
' standards, AND shield and I.D.
card are returned;
d. Dismissal - failure to meet the required

minimum standards, AND shield and
I.D. card are NOT returned, or are
NOT officially reported lost or
stolen;

e. Dismissal - based on disciplinary charges.

@
' AUXILIARY POLICE SECTION
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AUXH—'ARY GUIDE . PROCEDURE ‘ No, 3-16

REINSTATEMENT OF FORMER
AUXILIARY POLICE PERSONNEL

DATE ISSUED - DATZ EFFECTIVE REVISION NUMSER PAGE
11/21/90 | 11/21/90 50-3 1 0f£ 1
PURPOSE A former member of the Auxiliary Police requests to be

reinstated.

1. In all cases, form A.F.S. #34 (Personnel Data Change)
will be used. o

2.-- If the member has been out of the program less than
one {l) year, he/she nust receive the annual self
defense in-service training before resiuming patrol
duties.

(93]
.

If the member has been out of the program between one
(1) and three (3) years, the F.B.I. fingerprint form
must be submitted, and member must attend the following
Basic Training Course sessions:

A. Clas

S
B. Class #10 - Use of Physical and Deadly Physical
: Force by a Private Citizen

29 - The Law of Arrest

C. Three sessions of Self Defense
Classes #12 - 14

NOTE Th

tructor shall enter the member's name cn the
o call, and shall enter the dates and sign

the approvriate carction(s) in the reinstatement portion
A S. $£34 as verification that the required

s completed before the form is submitted to

the Auxiliary Forces Section.

An AFS #34 is nct used to end ave of absence, or to

a
restore a suspended member to du

4, II member has bean out of the program mecre than
three (3) vears, a new A.F.S. #l (Enrollment Card)
must be prevared, including verification of residence,
the F.B.I. fingerprint form must be submitted, and
memper must successfully complete the entire Basic
Training Cecurse agein.

5. The Precinct Coordinator will confer with the

Borouch Liaison Officer to ascertain the dates and
locations at which the reguired training is scheduled
so that the member can be assigned to ezch specific
class.

6. Reinstatement is effective on the date that such

" status is approved by the Cocmmanding Officer, Auxiliary
Forces Section, ané the menmier is issuei a shield.

AUXILIARY FORCES SECTION




PROCEDURE

AUXILIARY GUIDE . Py 3-17

AUXILIARY POLICE TESTIMONY
AT PUBLIC HEARINGS

DATE 1IS3UED DATE ZFFECTIVE REVISION NpeZd SASE

1 of 1

All requests for Auxiliary Police members to appear at
legislative or administrative hearings concerning the
official business of the Department shall be forwarded
to the Commanding Officer, Auxiliary Forces Section
for review.  After -appropriate review, these requests
will be forwarded to the Police Commissioner who will
designate an appropriate depariment spokesperson.

AllYIH1ADRDY EMDARrECQC eErTIAY




AUXILIARY 7 UiD= T 3-1%

LINE OF DUTY INJURY -
AUXILIARY POLICE PERSONNEL

CATE [SSED SATL | cECTIME ’Riv,‘;;ow o MEE 3 P
1

l : ]

PURPOSE

DEFINITION

A.P., MEMBER
INGURED WHILE

ON DUTY

NOTE

A.P. ‘
SUPERVISOR

To report and record line of duty injuries of
Auxiliary Police personnel

ON DUTY - from the time thé auxiliary member signs

in on the roll call - A.F.S. #10 - to the
time he/she signs out. Injury must be
repcrted IMMEDIATELY.

1. -If the injury occurs within the station house:

a. Immeciately notify the ranking auxiliary
police supervisor present and the Precinect
Coordinatoer.

b. II the Prescinct Coordinator is off duty,
the Precinct Desk Officer will be notified.
2. If the injury occurs while performing field duty:

a, If immediate medical attention is required,
reguest an ambulance, police sector RMP and
the auxiliary police patrol supervisor.

b. If immediats medical attention is not required:

1. recuest the auxiliary police patrol
supervisor to respond;

2. Notify the precinct coordinator of the
precinct of occurrence;

3. If the coordinator is off duty, notify
the Precinct Desk Ofificer.

3. Request witnesses to remain at the location.

4, ©Prepare in own handwriting, if possikle, FIVE
(5) copies of "Employee's Notice of Injury
(Law Department Form W.C.D. 23)"

If member is incapacitated, this form will be
prepared by the Precinct Coordinator, precinct of
occurrence.

5. Ensure that all notifications are made immediate-
ly.

AUXILIARY 723022 e/ TtAn




AUXILIARY GUIDE = ===.. 3%

LINE OF DUTY INJURY -
AUXILIARY POLICZ PERSONNEL

DATE ISSUED DATE SFRECTIVE REVISION NOEZ® ThGE
2 of 3
PCT. COORD. 6. Netify the‘Borough Cocrdinator and the Auxiliary
OF PRECINCT Forces Section. ,

OF QOCCURRENCE

7. If member is not assicned to the precinct of
occurrence, notify the member's Precinct
Coordinator.

8. Ensure that an investication is conducted, andé
that all of the following reports are prepared
for forwarding to the Auxiliary Forces Section:

E (5) copies of "Zmploves's Notice of

ury (w.C.D. 23)"

b. FIVE (5) copies of "EImplover's Report o
Injury (C=-2)"

th

c. FIVE (5) copies of "=Zmployer's Report of
Injured Emplcvee's Change in Employment
Status Resulting From Injury (C-11)}"

s

FIVE (5) copies of "Witness' Statement =~
Injury to Member of the Department (PD
429-065)" :

e. ONE (1) copy of "Police Accident Report
(Mv 104 AN)"™ IF VEHICLE IS INVOLVED, or °
ONE (1) copy of the "Aided Repecrt (BD
304~152)" in all other cases.

NOTE When preparing these forms, enter the auxiliary
member's permanent command and command's address
in the caption "address".

£. THREZ (3) copies of the precinct command log
transcript.

9. PForward all copies of all reports prepared as
per paragraph #8 to the Auxiliary Forces Section
WITHIN 10 DAYS.

ADDITIONAL If the injured member is not assigned to the

DATA . precinct of occurrence, the coordinator of the
member's permanent command will coorerate with
the coordinater of the prescinct of occurrence to
ensure that all reguireé reports ars forwarded to
the Auxiliary Forces Section within 10 davs.

ALNIXILIARY FORAFR] QFEOTIAN
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LINE OF DUTY INJURY -
AUXILIARY POLICE PERSONNEL

DATE ISSUE3S DATEZ EFFSCTIVE REVISICN nuwvs:z SAG
|

| 30f3

n

Medical bills relating to the line of duty injury
received by the member will be forwarded by the
mempber's coordinator to the Auxiliary Forces Section.

NOTE Only original‘biLls - NOT COPIES - will be forwarded.
RELATED Line of éuty injury - A.P. Perscnnel (P.G. 106-25)
PROCEDURE

AlIIXYINIARY EARCEQ QECMATIAN
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AUXILIARY POLICE SHIEZLDS

T JZI0N Nl

14
- b

of 1

In order to readily identify qualified Auxiliary
Police personnel in good standing and on active
status, the Department issues, throuch the Auxiliary
Forces Section, a distinctive seven pointed metal
shield. The shields for Auxiliary Police Officers
and Sergeants bear an identification number. Those
for commissioned officers are unnumbered.

USE

7]

The metal shield is issued to be worn as part of the
reculation blue uniform while on duty, for identifica-
tion purposes only. It does not carry with it any
svecial peace officer or police officer powers; nor
does it implv any special immunities or privileges.
Menbers who use, or attempt to use the shield for
any reasons other than that for which it was issued,
can face disciplinary charges and possible dismissal
from the Auxiliary Police. Unlawful use of the
shield, such as presenting it to gain free access to
pukblic transportation, can result in arrest of the
member.

0"
ot
H
tr1
L“lO
v}

PROCEDURE To receive the shield, volunteers must make a $5.00
deposit in either cash or a check, or money oréer
made payable to the "Police Depariment, City of New
York".

Upon his/her termination of service, or loss of
active status for any reason, the shield must be
returned to Precinct Coordinator. The Precinct
Coordinator will then forward the shield accompanied
by the properly completed forms, to the Auxiliary
Fcrces Section.

When the shield has been returned, the member's
deposit will be returned by mail throucgh the Audits
and Accounts Section of the New York City Police
Department.

NOTE It is imperative that the new Auxiliary Police
Officer understands that he/she is onlyv being loan=-

-

ed the shield, and is not buving it.

Members in the rank of Sgt & above on Dept. business, will

.be acmitted to Police Higtrs withcut first going through the

screening devices, upon display of their shield and I.D.

car?. The I.D. card must be worn at all times on the member's

outer garment while inside Police HKigurs. (pir. &7, s. 1988) Tev 39-

AUXILIARY FNORCER QEA/ATINAN




AUX!L’AHY GU!DE Procedure 3-20

LOST, STOLEN OR RECOVERED AUXILIARY POLICE
SHIELDS OR IDENTIFICATION CARDS

DATE ISSUED DATE EFFECTIVE REVISION NUMBER . Page : [

Jan. 6, 1992 |Jan. 6, 1992° |  92-1 1 of 1

PROCEDURE Action taken concerning the loss, theft or recovery
of Auxiliary Police shields or I.D. cards

AUXILIARY 1. Report the loss or theft of credentials to the

MEMBER precinct of occurrence.

2. Notify his/her precinct coordinator without delay.
PRECINCT 3. Verify that a COMPLAINT REPORT has been prepared.
COORDINATOR

4. Verify that the I.A.D. Action Desk was notified.

5. Verify that an alarm was transmitted, if the
shield is numbered.

6. Prepare and forward a report on TYPED LETTERHEAD
to the C.0., Auxiliary Police Section, including:

a. the circumstances surrounding the loss/theft;

b. the Log number and identity of the person
notified at I.A.D.; ‘

c¢. the COMPLAINT REPORT number and precinct of

report;
d. tge Alarm number, if appropriate;
e. a recommendation zegarding disciplinary
action.
NOTﬁ: Leaving a shield in an unattended motor vehicle is

considered negligence.

ADDITIONAL Reports of lost or stolen credentials will be

DATA processed as per the lost and stolen property
procedure. The station house clerk will enter,
"Auxiliary Police Section” in the box captioned,
"Additional Copies For", on the COMPLAINT REPORT.
Auxiliary Police shields coming into possession
of the Department, if NOT required as evidence,
will be forwarded with a report of the circumstances,
to the C.0,, Auxiliary Police Section. A PROPERTY
CLERK'S INVOICE (PD 521-141) is .not required in
such cases.

RELATED Patrol Guide Procedure 118-13, p, 3

. PROCEDURE

AUXILIARY POLICE SECTIOH
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AUXILIARY POLICZ ORDERS SYSTEM .

IS3UED DATE ZFFECTIvE "REVISICN NWMEIR

:

! : 1 of 3

PURPOSE

PRCCEDURE

BOROUGH
AUXILIARY
POLICE
COORDINATOR

PRECINCT
COORDINATOR

BOROCCE &
PRECINCT
COQORDINATOR

PURPOSE

To disseminate procedure, instructicns and information
to auxiliary police commands

+ .

Upon receipt of an order issued by thée Auxiliary
Forces Section: ’
1. Examine and ccmzly with contents.

2. Ascertain that a sufficient numter of copies for
all commands have been received.

3. Rewzuest copiles of missing orders from the
Auxiliary Forces Section.

4. Distribute copies tc all auxilizary police commands
within assigned borouch.

5. Examine and come V with contents.

th

6. Ascertain that a sufficient numter of copies have

been received.

7. Request copies of missing orders frcm Borough

Coordinator.

8. Ensurs that all auxiliary police surervisors
(Sergeant anc above) initial each order within
gach binder, to indicate that thev have read it
ané are aware of its contents.

9. ©Ensure that Auxiliary Police Officers are inform~
ed of all matters of interest and importance
during roll call training and/or in-service
training sessions.

To establish policy and describe procsdures for the
uniform operation and performance oI the Auxiliary
Police Program.

A directive mayvy only be amencded or revoked by a sub-
seguent directive.

PERSONNEL GPDZR

To announce appcinitments, assignments, promotions,

A 1IN 1A ¥ A s em o ome m oA e - m mm— . m ae
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PURDOSE

PURPOSE

PURPOSE

PROCEDURE

AUXILIARY GUIDE

3

PROCEZV™ e,

AUXILIARY POLICEZ ORDERS SYSTEM

GATE 1SSUED

E REVISION NLMBER PACE .
| l . | 2 of 3

transfers, suspensions, resignations, reinstatements,
dismissals, deaths, leaves of absence, recognition,
and dispositions of disciplinary action.

& Personnel Order, Auxiliary Police
1 ensure that personnel records and
@ accordincl '

Upon receipt of
Coordinators wi
files ar= updat

ot

BULLETIN
To anncunce infermation of general interest to
Auxiliary Police members.

TEMPORARY PRCCEIDURE ORDER

To implement preocedures or announce programs of a

temporarxy nature.

A& Temporary Procedure Order expires on the "Inactive
nhich is indicated on the lower portion of the

TRAINING ETLLETIN

To train Auxiliary Police members in new or revised
procedures, or to review matters of special impor-
tance. Alsc used to advise members of up-coming
training courses.

To be presented at roll call training or during
scheduled in-service training cycles, if so
specified.

When an Auxiliary Police Officer attends in-service
training, the DATE and SUBJECT presented will be
entered in the "REMARXS" section of the individual's
DAILY TIME RZCORD.

MAZNTENANCE OF ORDERS

To standardize the procecdure for maintaining
Auxiliary Forces Section Orders at auxiliary police
commands.

Ruxiliary Police Coordinatcrs shall ensure that

AUXILIARY FORCES SECTION
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AUXILIARY POLICEZ ORDERS SYSTEM

DATE [3sl£D DATE EFFECTIE FEvISION NEES A
3

of 3

orders are maintained as follows:

1. Auxiliary Forces Section Directives, Personnel
Orders, Temporzry Procedure Orders, Bulletins
and Training Bulletins are consecutively number-
ed, beginning with the number one (1) on
January lst of each vear.

2. POSTING - Upon receipt of an A.F.S. Ofder, it
shall be posted on the bullet‘n board for 30 davs,
or as otherwise indicatad.

3. BINDERS = Orders will be placed in their respect-

ive binders with the lowest numberad order on the
bottom.

JAuxiliary Police Supervisors must initial all orders

in binders.

4. INDEX =~ An index will be maintained in the front

of each binder.

-

An index is not recuired for Parsonnel QOrders.

The Incdex shall be headed:
ORDER # DATE (of publication) SUBJECT

S. AT THE END OF EACH YEAR:

A. The following orders shall be filed within
each command until otherwise directed by the
Commanding Officer, Auxiliary Forces Section:

1. Directives
2. Training Bulletins
3. Personnel Orders

B. Unless otherwise indicated the following
orders will be DESTROYED:

1. Temporary Procedure Orders

2. Bulletins

AUXILIARY FORCES SECTION
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PURPOSE To keer members cognizant of changes within the
pProgran.
PROCEDURE Upon receipt of a revision issued by the Auxiliary

BORQOUGH
AUXILIARY
POLICE
COORDINATOR

PRECINCT
COCZDINATOR

Forces Section:

1. Ascertain that a suficient number of copies
i s have been received.

e cogpies to all auxiliary police

within assigned borouch.

Auxiliarv Guids as per revision.

4. Accrise all members within command, through
roll call ané in-sexvice training of changes
that effect then.

AUXILIARY rnaree

B ey m
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PROCZDURE Mo,  4-1

NERAL - REGULATIONS

DATE ISSUED . £ EFFE
11-21-~90 11-21-30

REVISION NUMBER PAGE

90-3

1.

Members of the Auxiliary Police shall NOT possess
or carry on their person a pistol or other firearm
while on duty or any time while in Auxiliary
Police uniform, irrespective of the possession of
a pistol license. This restriction does not apply
to those members who are listed under Section 1.20
of the Criminal Prccedure Law as peace officers.
They may carry their prescribed firearm in uniform,
but it must be CONCZALED.

The authorized uniZorm for members of the Auxiliary
Police will be worn only while performing assigned
Awdliary Police duties or travelling between
merber's residence and precinct or location of duty.
However, members designated Administrative Duty
Only may not travel in unifoxm.

Merers of the Auxiliary Police may ride, for free, all
M.T.A, buses and stbways while in uniform when travelling
between member's residerice and precinct or location of duty.
However, those meml.m'= designated Administrative Duty Only
may NOT travel in wnifom.

tiiliaries, regardless of rank, shall not perform
n_v type o assigrment in civilian clothes, without
the permissicn of the Police Commissioner, Chief of
Patrol or Commanding Officer, Auxiliary Forces Section.

']*J

¥

No member of Auxiliary Police shall visit a
residence or place of business for the purpose of
interviewing anv person or conducting an investigation
pertaining to crime or any matter necessitating

police investigaticn.

In order to maintain integrity and present a professional
imace, Auxiliary Pclice personnel must abide by Auxiliary
Police Rules and Regulations, and N.Y.S. and City Laws,
ané endeavor at all times, to bring credit upon the
Awdliary Police Program ané the Police Department.

No member of the Auxiliary Police shall disclose or assist
in or permii the disclosure of any information concerning
the Awdliary Police of anv member thereof, and no member
shall give out any information for publication or other
public use without written permission of the Commanding
Officer, Ruxiliary Torces Section.
zeiliary Police shell communicate in
With o an rmental are‘.c,, organizatiorn,
asscciation or Zoal coneerning any :me, or
cther matter of police business or interest other

-
toc & C crding Oillcer he reqular gpolice force.

N \ £ it
No member of the

wrizing wish

$h H

P
naln

TGQLOLNT LT ILCEX ol

AUXILIARY FORCES SECTION




PERFORMANCE 1.

AUX}LIARY GUEDE Procedure 4-1

GENERAL REGULATIONS

DATE ISSUED DAT

[
July 28, 1992 |July 2

FFECTIVE REVISION NUMBER FYage
S, 1992 922 2 of 4

10,

11.

13.

ON DUTY

Members of the Auxiliary Police are prohibited,
under penalty of dismissal, from using their
membership in the Auxiliary Police or the insignia
of the same to further the political or commercial
interests of themselves or another person.

Members are prohibited from soliciting or accepting
funds of any kind for the Auxiliary Police program.
A person desiring to offer a gift to this Department
should be directed to send a letter of donmation to
the First Deputy Commissioner. (See Department
Interim Order #87, dated 11-19-91, for details.)

No member may obtain information from any police
source, including files or computers, for personal
use by oneself or another, except in the performance
of duty when so authorized.

Members of the Auxiliary Police shall not patronize
an unlicensed premises where alcoholic beverages
are sold illegally, or controlled substances are
being used illegally.

Members of the Auxiliary Police shall not have any
interest in or association with a premises engaged
in illegal gambling operations, smoke shops, after-
hours clubs or similar illegal activities.

" Perform all duties as directed by competent

authority.

Take personal/coffee period in the station house,
a bona fide restaurant or départment vehicle.

Make accurate, concise entries in department
records in chronological order, without delay,
using black ink.

Sign department reports or forms with full first
name, middle initial aund surname.

Make corrections on department records by drawing
an ink line through incorrect matter. Enter
correction immediately above and initial change.

Use numerals when entering dates on department
forms, e.g., 3/1/92.

Use abbreviation "Do'" for ditto.

Answer telephone promptly, stating in a courteous
manner, command, rank or title and surname.

Maintain department property issued or assigned
for use in serwviceable condition.
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GENERAL REGULATIONS

il REVAISION NUMEZR PAGE

l i 3 cf 4

8. Ri
el

PROEIBITED CONDUCT

l. Consuming intoxicants while in uniform.

N

. Bringing or permitting an intoxicant to be

broucht into a department building, facility,
booth, kboat, or wvehicle.

3. Entering premises sexving intoxicants while on duty

5. Recommenéing use ci particula* business, pro-

jlnc a package, umbrella, cans, etc., while
uniform, except in performance of duty.

[N
o}

-

fessional or commercial service to anvone except

6. Steering business, professional or commercial

persons to a prospective client regquiring such
services except when transacting personal affairs.

7. Consenting to pavment bv anyone to regain lost ox

stolen prorerty or advising such payment.

ing in any vehicle, other than a departme
2icle tc wnich assigned while ¢n duty.

9. Using department logo.

10. Encac*ng in card games or other games of chance

in a department facility.

. Smcking in public view while in uniform.

12. Encaging in conduct prejudicial to good order

efficiency or discipline of the Pclice Department
or the Avxiliary Polics Progran.

13. Divulging or discussing official Pclice Depart-

14, Rendering any service

. Possessing or displavin

ment business, except as authorized.

th

or private interest
which interferes with proper performance of duty.

0

vuxiliary Police shield,
identification caré or SLmilar chject except as
authorized by the Police Commissioner.

s

AUYILIARY FORCER QEQATINOMN
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GENZIRAL REGULATICNS

QATE [3SUEC OATE EFFSCTIVE REVISION NUMBER Pac

l 4 of 4

COMPLIANCE 1. Obey lawful orcders and instructions of supervising
WITH - officers.

ORDERS . .
—_— 2. Be punctual when reporting for duty.

3. Keep depa;tment locker neat, clean and secured
with combination lock (without identifying serial
number) that conforms to Eguipment Section
specifications.

4. AfZix Locker sticker (misc. 1261) to assigned
locker with rank, name and shield number of all
members assigned to the locker.

5. No contraband, unauthorized ecuipment, or
valuacles will be stored in anv department locker.

6. Department lockers may be insvected in connection
with an official investigaticn. Permission from
the member/s assignéd is not needed.

PUBLIC l. Give name and shield number to anyone reguesting
CONTACT them.

2. 'Be courtsocus andéd respvectiul.’

COUGRTESIES 1. Tender and return hand salute as prescribed by
U.S. Arny rsgulations.

2. Salute:

A. Police Ccmmissioner or Deputv Commissioners in
civilian clothes.
B. Superviscry officer in uniform.
C. United States flag as it passes.
3. Salute flag when National Anthem is played. 1IEf
flag is not visible, face band, etc., and salute.
4. Supervisory ofZicers return salutes promptly.

e

5. Salute is not recuired at large assemblages ex-

cept when addressed by or acddressing supervisory
officer. Salute not reguired if it interferes

with police cduty.

2 -

6. Remove hat and stand at attention in office of
Police Commissioner, Deputy Commissioner or member
above rank of Lieutenant.

AUXILIARY FORCES SECTION
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UNIFORMS AND EQUIPMENT
GENERAL REGULATIONS

DATE

1SSy

ED DATE EFFECTIVE "REVISION NUMEZ= PAGE

UNIFORMS

SEIELDS

NAMEPLATES
I.D. CARDS

Maintazin at own expense articles prescribed for
rank, position or duty.

2. Do not modify prescribed uniforms in any manner

2.

except as specifically authorized by higher
authority. | -

Do nct wear distinguishable items of the uniform
with civilian clothes.

Do not wear uniform, shield or display identifica-
tion cards while participating in a rally,
demonstration or other public assemblage except

as authorized by the Commanding Officer,
‘Auxiliary Forces Section.

Wnile perfcrming duty wear the uniform of the day
as specified by the Commanding Officer, Auxiliary
Forces Section.

Seasonal uniform changes will be made as directed
by the Commanding 0fficer, Auxiliary Forces
Section.

Remove summer blouse while performing duty in
uniform between June 1 and October 1, if desired.

Do nct wear gloves or suspenders when summer
blouse is removed.

Wear authorized breast bars at all times while
in uniform.

Wear mecdals, and authorized insignia at depart-
ment meetings, ceremonies andé while marching in
parades.,

Do not wear earrincs or other adornments, while
performing duty in uniform.

%hile in uniform, wear shield at all times on
the outermost garment.

Wear namerlate % inch below andé centered under
shield on outermost garment. (Do nct wear
nameplate on raincoat}.

AlIYIlIARY FNARAEC @eErfrinAN
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UNIFORMS AND EQUIDMENT
GENERAL REGULATIONS

DATZ 1SSUED DATE ZFFECTIVE JREVISION NUMSER 2833

Hy

{ 2. 0f 2

3. Display shield or ID card prominently on outermost
garment when wearing civilian clothers in any
department facility.

4. Present both shield and identification card when
necessary to establish identification.

AUXILIARY FORCES SFCTION
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REQUIRED EQUIPMENT

DATE ISSUED .
10/17/89 | 1e/17/89 g0,

DATE EFFECTIVE REVISION NUMEZR PAGE
1 of 1

All Auxiliary Police members performing patrol duty
are required to carry or wear the following equipment,
as appropriate: '

1.

10.

Belt - Two (For egquipment and trousers) black
leather,; 1% inches wide with gun-metal buckle.
Equipment belt will cover the trouser belt and be
worn firmly about the waist.

Memo Book Cover and Memo Book.

egulation traffic whistle and belt whiistle holder.

)

Pen and pencil holder with pen.

Baton - 24 to 26 inches in lencth, 1% inches in
thickness, locust or hickory wood, with leather
thong. It is mancdatory déuring the hours of 1600 -
030C and at all times when assigned to RMP duty.
(It mav be carried while in uniform going to and
Zrom vour home), as per A.F.S. Directive #19, 1981.

3atcn Holder. Baton must be kept in its holder
unless needed. Exceptions, while patrolling on
horseback, scooter, or in a R.M.P.

Reflective belt (1600-0800). Must be worn when
directing traffic at night or during inclement

weather.
Serviceable Flashlight - all tours.

Serviceable watch, properly set.

Namerlates, silver with black lettering for APO's
and Golé for supervisory ofiicers, 2% inches x
5/8 inches. Nameplates shall be worn % inch
below and centerad beneath the shield on all
uniforms (outermost garment)' with the exception
oZ the raincoat).

AUXILIARY FORCES SECTION
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UNIFORMS

g Issucn DATE EFFECTIVE REVISION NUMBER PAGE
05-01-89 05-01-89 L 89-1

1—
O

h
w

UNIFORMS AND EQUIPMENT MUST CONFORM WITH
EQUIPMENT SECTION SAMPLES

AUXILIARY PCLICE OFFICER
DUTY UNIFORM
REGCLATION HAT  Navy blue, black strap and chrome unnumbered cap device -

Hat may be removed while in deparitment vehicle on RMP
duty, but must be worn squarely on head when not in

wvehicle.
. » . » - -y 0 ,
SCOCTER COAT With Auxiliary Police arm patch aZlixed to right
shouler.
NAMEPIATE Worn on outermost garmment, centersd % inch belcow

shield (o not wear nameplate on raincoat). Name-

plates for police officers are witte metal; ranking
. oiiicers will wear yellow metal.

SHIRT Blue, militar: type with Auxiliars Police am
patch affixed to right shoulder.

TIE Navv blue, breaX-away type.

TIE CLASP Regulation P.D.

BELT Black leather, 1%k inches wide with gun-metal
buckle. '

DUTY TEQUSERS Navy blue, dacron and rayon, with % inch breid

: attached.

SHOES/SCCXS Black, plain, smooth leather, lace-type shoes
with flat soles ané raised rubber heels or black
leather, lace tuype.

NOT= "Refer

ree" style shoes, leather jozging shoes
sneakers i ar

-~ ’
, Or shoes with visible lettering ave
prohibited.

COLIAR INSIGNIZ: Command on right and Auxiliary Police Fexee on

left side. This shall be worn on outer garment 93 —|
by all ranks

| AUXILIARY FORCES SECTION
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UNIFORMS

DATE ISSUED DATE EFFECTIVE 'REVISION NUMEZR PAGE

[\
[¢]

rh
W

SERGEANT

Uniform is the same as required for Auxiliary Police
Officer, EXCEPT: . ‘

REGULATION HAT Gilt (gold) cap device (withou*: shield number) and
gilt (gold) chin strap.

(j INSIGNIA Three (3) pointed stripes, worn on sleeves of:
OF RANK e
A.  ALL shirts

B. Scootar coat
LIEUTZNANT

Uniform is the same as required for Sergeant EXCZDT:

INSIGNIA Gilt (golé) bar, worn on:
OF RANK A. Shoulders of scooter coat
« B. Shoulders of regulation blue shirt
CAPTAIN
Uniform is the same as required feor Lieutenant,
EXCEPT:
INSIGNIA Two (2) gilt (gold) bars, worn in the same manner
OF RANK as Lieutenant's insignia.
DEPUTY INSPECTOR
Uniform is the same as reguired for Captain,
EXCEPT:
(; INSIGNIA Gilt (gold) oak leaf, to be worn in the same
OF RANK manner as Captain's ingignia,
INSPZCTOR
Uniform is same as reguireé for Deputy Inspector,
EXCZZT:
INSIGNIA Gilt (gold) spread eagle.
OF RANK
Vs

AlIYiIl ARV ENARCAEQ QCOQATIAM
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UNIFORMS

BATE EFFECTIVE TREYSION NUWMSER PACE

1
Y3 of 3

REGULATION HAT

SAM BROWNE BELT
COMMAND EMBLEM

WINTER COAT

WINTER WORK

COAT

NOTE
FLOTATION
JACKZIT

BLOUSED DPANTS

HELMET

AUXILIARY EIGHWAY UNIT

same as
grommet

for Auxiliary Police Officer, except wire
is removed and visor is longer.

P.D. Reculation

Highwav Patrcl command emblem on left sleeve.

Black hcrsehicde leather with shoulder straps,
reguléticn gold buttons and remecvable liner.

Wern with Sam Browne belt
ané unifcrm shirt and tie.

(without sheculder strap),

Same as Auxiliaryv Police Qfficers, except fitted
waist, wcrn with Sam Browne belt. :

TAUXILIARY EMERGENCY SZRVICZ FORCE

Navy blue whipcord, thumbh tip length, with lining,
ziprer ané side vents. To be worn with uniform
shirt andé tie.
The rest ¢f the uniform is the same as Auxiliary
Police Ofiicers.

AUXILIARY HARBOR UNIT

Same as Auxiliarv Police Officers with the follow-
ing excertions:

Must be wern at all times by members performing
Earbor Patxol duty.
AUXILTIARY MCUNTED UNIT
Same as Aux v Police Officers with the follow-
-

e U
H

s ili
ing excectiocns
(Jodphurs) Blue

Recuireé when riding, otherwise eight (8) point-

e r
& cap with gcld band.

[

Black leather riding boots

AlIYII1TADY ENADACC @B /APrIAAL
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CETIONAL UNIFORM ITEMS
AND EQUIPMINT

CATL |S%E2 Cat: CreioTieE I = s
t LGN :
R I I 1 of 2

NAMEPLATE Black leather desicgned to affix shielé and name
HOLDER
PROTECTIVE Meeting department specifications
VEST
SHIRT Blue - may be worn by ALT Auxiliarv members in place
SHORT SLEEVE oZf long sleeve uniform shirt. Tie may NOT be worn

with this shirt. Undershirt MUST NOT be exposed at
ccllar. Nct to be worn with the summer blouse.

avy blue, tropical worsted, with lichtweicht pexr-
fcrated frame, for all ARuxiliary members ONLY
c¢uring summer months.

EAR MUFFS Black wool, head band tyve

TURTLE NECK Navy blue, Auxiliary members performing patrol duty

INSERT . mav wear this item ONLY with the 'scooter jacket .
during the winter season. When performing duty
inéoors, the insert will be removed to expose the
uniform shirt and tie. :

SEIRT Blue, tropical worsted. Mayv be worn in place of
LONG SLEEVE regulation shirt by mounted anc highway auxiliary
mempers.
RAINCOAT Raincoat and rain gear, regulation.
HANDCUTFS Auxiliarz members are permitted to possess handcuffs
on or off duty as per section 10-147 subé.5 of
Dy Chapter One of the Administrative Code of the City
IS ) o~ -
'%mn, of Ngw York. Only handcufis approved by the Equipment
e ; Sectlongarexauthorlzed. They must be carried in a
handcuff case. Belt lcop handcuff holders are NOT
authorized.
SUMMER Navy blue with regulation cold buttons ancé shoulder
BhoustT straps: Worn with regulaticn uniform shirt and tie.
Blcuse may ke altered by tailor, at wearer's dis-
cretion, to allow for vents along the side seams.
MULTI- | Navy blue with rain, spark and snag resistant nylon
SEASONAL outershield, hich visibility, self-sizing, wintex

DUTY JaCKET liner, detachable for collar and hidden hocé.

WHITE SEIRT Mav ke worn by Auxiliary Lieutenants aad—abevse, N
LONG SizzvEe uncer the summer blouse ONLY when marchinc in &
pzracs or when appearing at a ceremony henering
menzers cf the Auxiliary Policzcs, such as a cradua-
tizn ¢cr an award cersmcny. Ceremonial Units may
wear white shirt regardless cf rank, under the
surrer Lilouse.

>
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(— OPTIONAL UNIFORM ITEMS
AND EQUIPMENT
, DATE ISSUED DATE EFFECTIVE REVISION NUMBER FiE
]
5-1-89 5-1-89 89-1 | 2 of 2
GLOVES Grev Leather - may be worn with scooter coat or
cuty jacket except when impractical, when safety
may be jeopardized or while in department vehicle.
‘ Whigg.Cotton = may be worn by auxiliary members on
| trazZic duty or at a ceremony honoring auxiliary
(T members. NOT to be worn wizn scooter coat, dutv
Jacket or while carxving baton, with the exception
cI trafiic dutw.
TROUSZRS, Navy blue, lightweicht, tropical worsted - may be
SUMMER wcrn by ALL auxi iary members.
TRCUSERS, Navy blue whip coréd - may be wern by ALL auxiliarv
WINTER members
JACX=ZT, AUXIZIARY EMERGENCY SERVIC=Z FORCE
EMERGINCY .
SERVICE ONLY to be worn by members of the Auxiliary
(: Energency Service Force
- Caz, Navy blue utility cap with a reduced-size version of
UTILIY the Auxiliary Emergency Service shoulder patch
affixed to the front of the cap.
AUXILIARY MOUNTED UNIT
Memo Pouch
Mcounted Baton
Laniard - to be worn only at ceremonies
CaPp, A.P.0.'s may wear a nu@berad cap Qevice WthhrcaZhe
(L DEVICE be purchased from a private supplier. However,

"WHITE SHIR
WITH

EPAULETTES

"AP" must precede the numbers on the cap
Rev. 88-1

letters

device.

Auxiliary Captains and above may wear the white
long or short sleeve uniform shirt with eapaulettes
with or without the summer blouse. A plain white

shirt may be worn with the summer blouse. Auxilizcv

Police insignia must be worn on the left, and
command insignia on the right sides of the collar
on the outermost garment. Rank insignia must be
worn on the shoulders of the ocutermost garment.
When attending meetings, conferences, ceremonies,
and similar events, long sleeve uniform shirt and
tie and/or summer blouse, as appropriate, will be
wvorn."

AUXILIARY EORCEQ @EA~ATIAM
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AUXILIARY POLICE PRECINCT COCRDINATOR'S
DUTIZS AND RESPONSIBILITIES

OATZ 133uil JAY

(SATD gER C’ JE REViSICN HULMEZA PACE
0/17/89 l 10/1

7/ | 8o-2 i

l. - Primary duty will be as an Auxiliary Police Cocrdinator.

2. =~ Schecdule hours to conform to the patrol duty schzadule
cZ the unit. :

3. = Coordinate Auxi llarv Police activities within the
© - command.

4, "= Cuntlnually recruit new members intc the program.

5. = Interview, enrcll, fingerprint ané investigate new
agzlicants.

6. ~ Cocnduct confidentizl investigations of new applicants
iZ necessarv.

7. = Cconcduct at least twe (2) Basic Training classes
cer vear with a minimum of ten (10) recruits in each.

8. - Ensure that all enrcllment packages are completed
and suZmitied to the Auxiliary Fcrces Seciion by
the 4th class of the Basic  Training Couxse.

9. = Inscect memkers at roll call, make assignments,
inform them of current orders and conduckt roll call
training. ’

10. == Schedule in=service trzininc classes as determined
by the needz of the command.

11. =~ During July of each year, cect the driver's
license of each qualifiad eqic‘e operater to
ascertain that the license is a valid and up- to—
cate New York State driver's license.

o
}.l.

12. = Easure that the sghields an dentification cards of
members leaving the Prcgram ar

e b
forwaried to the Auxili

13. -~ Safeguard and maintain all equipment and suprlies
assigned ZIZor auxiliarv police use. Includes:
portable radics, vehicles, rescue truck and
ecuipment, training manuals, etc.

l4. - Confer frecuently with the Pracinct Commander
ané the Ruxiliaryv Police Commanding O:"*ce* con—
cerninc the performance and utilization of
persconnel.

AUXILIARY FORCES SECTION
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AUXILIARY POLICE PRECINCT COORDINATOR'S
‘DUTIES AND RESPONSIBILITIES

DATE iS3uis TATT IFFECTIVE REVIS{CN NUMBER PAGE
! l | 2 of 3
1

15. =~ Maintain liaison with the Community Affairs Officer,
Crime Prevention Officer, Planning Officer and
Auxiliary Forces Section Liaison Officer to ensure
mutual cocperation and support. .

l16. = Foster a c10=e working relationship between Police

£ficers and Aukiliary Police personnel.

17. - Assicn Auxiliary Police Officers to tasks wnlch
ASSIST regular Police Officers in providing service

18. - Ensure that the hours performed by members are
accurately recorded. Check time records for
members' activity on a monthly basis.

19, = Send an A.T.S. #36 (original copy) directly ‘to
Auxiliary Forces Section by the 3th day of the
succeeding month. ,

20. - Instruct members of all orders issued by Commanding
Officer, Auxiliary Forces Section and file the . same.

21l. =~ Maintain high morale and "esprit de corps" within
the unit.

22. - Reccmmend cualified members for awards and pro-
motions.

23. =~ Ensure that disciplinary matiters are processed as
per A.F.S. procedures.

24. - Develop innovative programs within Department
Guicdelines to generate interest andéd enthusiasm.

25. - Ensure tha*t auxiliary police mobilization plans
are up-to-~dats as to their duties ané responsibil-
ities.

26. =~ Instruct all auxiliary pclice members on
mcbilizaticn plans.

27. - Confer with the Precinct Commanding Officer and
“the planning cfficer to develop plans for optimum
use of the auxiliarv police in the event of an
emercency.

28. =~ Test mobilization plans by holding pericdic

simulated exercises where members arse notified to
repcort to the Precinct or other location at a
designated time for emergency assignment.

AUXILIARY FORCES SECTION
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AUXILIARY POLICE PRECINCT COORDINATOR'S
DUTIES AND RESPONSIBILITIES

OATE ISSUED (DATE EFFECTIVE T REVISION NUMBER PAGE
Feb. 12, 1993 [Feb. 12, 1993| 93-1 3 of 3

29,

30.

31.

32.

RELATED
PROCEDURZ

-Upon a change of assignment, ensure that the
subsequent coordinator is apprised of the operatiomn
of the unit and administrative procedures.

-Keep Operational Procedure Manual for Auxiliary
Police Coordinators up-to-date.

-Conduct annual three hour classes in the Use of
Forge and Baton Techniques for all members NOT
designated "Adm. Duty." (See related proc. 9-6).

-Be cognizant of those members who fail to meet the
required minimum hours. (A member must perform
24 hours within each 3 month period; 96 hours per

vear) .

Auxiliary Police Program - Administrative Guide
316-28.

AUXILIARY BOLICE SECTION
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PRECINCT RANXK STRUCTURE
AND DUTIES

DATE ISSUEZ DATE ZFFECTIVE REVIZION NUMEER SAGE

1 of 2

Auxiliary Commanding Officer - is a volunteer citizen
duly appointeé in accordance with these Rules and
Regulatlons and assigned in command by the
Commanding Officer, Auxiliary Forces Section, and
who has authority over and responsibility for the
Auxiliary Police unit to which assigned.
Auxiliary Executive Officer - will assist the
(r Auxiliary Commanding Officer in his duties.

Auxiliary Operations Lieutenant - will be assigned
in command of the outgoing platoon. Prior to the
assignment of members oI the cutgoing platoon, he
will insoect each member to ascertain that each
is properly eguipped and uniformed and given
instructions as may be necessary. He will then
cost the platoon and be particularly charged with

' exacting the proper preformance of duties by
| auxiliary patrcl personnel under his supervision.
|

e Aux'7‘a*y Perscnnel Officer - will assist in the
acm’n15traglon of the unit.

Auxiliary Patrol Sergeant - is charged with exacting
the proper periormance of duties from members
assigned to duty under his supervision, and with
such other duties as may be assigned to him by
competent authority. -He shall assist and
instruct the auxiliary officers in the discharge
of their duties and shall report any dereliction
cf duty on theilr part to his Commanding Officer.

Auxiliary Pclice Officer - in the performance of
patrol duty, shall

(; 1. Dbe alert and observant of any suspicious
or out~of-the ordinzry situations.

2. caref fully inspect his post and note
ions which recuire recular police

3. promptly and accurately report situations
which reguire police response.
4. Notify "Central“ via portable radio when

a perscn's life is 11 danger or when a
crime is being ccommitted.

AllXitlAaARyY snGQree Co/ATIAY
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PRECINCT RANK STRUCTURE
.AND DUTIES

~y

18322 SATI £FFECTIVE REViSICN NUMEER PAGS

m

2 ’ i 2 of 2

5. c¢all 911 in other EMERGENCY situations.

6. promptly obev all lawful orders of a
superior officer. ’ ' :

7. abicde by all Auxiliary Police Rules and
Regulaticns.

ADDITIONAL Commanding Ofiicers of Patrol Boroughs may authorize

DATA

assignments of Auxiliary Po:.ice Officers on active
duty to posts or details within their raspective
Borocughs. The Police Commissioner, Chief of Patrol,
or Commanding Officer, Auxiliary Forces Section, may
authorize assicgnments of Auxiliarv Pclice onh active
duty to posts or details within the city.

AUXILIARY FORCER QEATIAM
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ARZAS OF UTILIZATION
OF AUXILIARY POLICE

CATE [SSwEC SATI EFFILTIME REv S ION NUMSER PAE
r ! 1 of 2

Members of the Auxiliary Police who are approved for
an Active Duty Status may be assigned to any of the
following duties:

PATROL 1. Foot patrol in residential and business areas.

2. Crowd and traffic control at parades, special
events,; fire scenes, etc.

3. Reporting derelict autos, defective traffic and
street lights ané Zdancerous conditions.

4. Church and school crossings.
5.  Subway stations.
6. Civil Defense drills and exercises.

Senior citizen escorts.

-

s}

PRECINCT 1. Interpreter, receptionist, clerical an
DUTIE administrative assignments.
2. Assist Crime Prevention Officer in bicycle

registration, ‘operation I.D., auto decal and
- Burglary Prevention Programs.

COMMUNITY 1. Street fairs, religious functicns, concerts,
EVENTS sporting events and festivals. (All community
events present an” ideal opportunity for re-
crulitment) :
NOTE ALL petrol duty must be performed in uniform.

Auxiliary superior officers andéd auxiliary police
officers shall NOT perform any tvpe of assignment
in civilian cleothes without the permission of the
Police Commissicner, Chief of Patrol or the
Commanding Officer, Auxiliary Forces Section.

RESTRICTIONS
1. May NOT be assigned inside a location as a
private security force.

2. May NOT carry an unauthorized or illegal
weapon.

3. May NOT be assigned to hazardous duty, strikes
or plainclcthes duty.

AUXILIARY FCRCES SECTIOK
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ADDITIONAL

DATA

AREAS OF UTILIZATION ;
OF AUXILIARY POLICE {
|
DATE ISSUED - DATE EFFECTIME REVISION NUMSIR Pl ﬁ
1
May 6, 1991 | May 6, 1991 | 91 - 1 2 of 2 ;
1 J—
4. Mezy NOT be assigned to perform duty between 0001
and 0800 hours, except with the permission of
the Police Commissioner, Chief of Patrol, .Police
Borough Commander concerned, or the Commanding
Officer, Auxiliary Police Section.
5. Must patrol in pairs.
6. A husbénd and wife may NOT patrol together on

foot or in an RMP vehicle.

Auxiliary Police Officers mzy receive such other

assignments as may be authcocrized by the Police
Commissioner, Chief of Patrol, or the Commanding
fficer, Auxiliary Police Section.

AUXILIARY FORCES SECTION




AUXILIARY QUIDE . conmn oy

AUXILIARY POLICE UNIT
COMMAND LOG

DATZ i5Seic CATE CFFECILAE REV1SiCN NUMEER ETWE
' 1 of 3
PURPOSE To chronologically record activities affecting an
Auxiliary Police unit.
PROCEDURE 1. ©Each Auxiliary Police unit is required to main-

tain a unit commané log.

2. An Auxiliary Sﬁpervisory OZficer or an Auxiliary
Police Officer will be assigned to make
cpropriate entries in the log during the hours
when auxiliary members are performing duty.

3. A designated Auxiliary Police Supervisor will be

; given the responsibility of periodically inspect-
ing the log to ensure that entries are being mace
preperly.

4. Prescinct Coordinators will ensure that roll calls
(2.F.S. 10s) anc the unit commané log are avail-
acle to Auxiliary Police members performing duty,
and that these records are verified for complete-
ness and accuracy.

5. The Auxiliarv Police Command Log will be main-
tained as follows:

A. FIFORMAT FOR ENTRIES

L. The day and date will be entered on the top
line of each page.

(3]
Fh

In the FIRST column =~ enter time of entry

In the SZCOND column =~ enter a brief note
regarding entries of special importance
(for example, roll call, post changes, etc.).

4. In the THIRD column - make appropriate entry

5. Aifiter completing an entry in column #3 draw
a line in the next writing space.

6. The last entry of the day will be closed with
a DOUBLE line; and the next day's entries
started on the next line.

B. ACUXILIARY POLICE MEMBER ASSIGNED AS DESK
QFFICER WIZL MAXE ENTRIES AS FOLLOWS:

1. Sign in log at beginning of tour;
sign out at end of tour.

AUXILIARY FORCES SECTION
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AUXILIARY POLICE UNIT
COMMAND LOG

DATE EFFECTIVE REVISION NUWMEZIR

|

10
m

t

2 of 3

If aux

Roll call entry at start of tour stating:

A. Rank and name of supervisor who conducted
the roll call; .

B. Rank and name of supervisor who inspected
the platcon, noting infraciions and
disciplinary action taken (if necessary):;

C. Number of Auxiliary Lieuteénants, Sergeants
anéd Auxiliary Police 0fZicsrs assigned as
per roll call.

iliarv mempers from outside commanés are per-

forming duty in the precinct, indicats the number

of eac

n rank and their assigned permanent command(s).
iliary Police Commanding Officer

ign in and out of. log:

1. when reporting for duty;

. when leaving the staticn house;

when returning to the station house;

= WwN

. at the end of the tour.
Entries required during the tour:

A. Changes of assignments (post changes)
during the tour; ) .
B. Incidents to which auxiliary police members:
ares assigned;
ncidents reported by Auxiliary Police
£Zicers requiring further notifications
or police attention;

In commands utilizing the Auxiliary Police radio
Network, incidents as per "b'" anc "c" will be
entared cn Roll Call Supplement (A.F.S. #10A) by
base station dispatcher.

Allrx

D. Brief account of unusual occurrences or
matters of special importance. This
includes, but is not limited to:

1. 1Injuries to Auxilizary Police members
2. RMP accidents

E. Telephone nchtifications

IT1TARY EANARDARE CcRA/ATIAY
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AUXILIARY POLICE UNIT
COMMAND LOG

IFFECTIVE REVISION NUMSER PACE
6-20-88 6-20-88 | 851 3 of 3 :
F X, VISITS

Auxiliary supervisors from outside commands and
police oersonnel or dignitaries v151tvng the unit
will sign in the log book.

AlIYII1ARY BEARAEQ @EATIAM
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EMERGENCY MOBILIZATION

DATE ISSUED DATE EFFECTIVE REYiSicN MUMELR =
1 of 1
PURPOSE To expedite the mobilization of Auxiliary Police
Officers during emergencies.
' PROCEDURE 1. In the event of a Civil Defense emergency,

Auxiliary Police Officers will report to their
unit, or if not possible to the nearest precinct.
Auxiliary Police, who mav be on patrol assignments
at the time, shall proceeé to the nearest tele-
phone o:r superior officer to obtain instructions,
or if that is not possible, listen for instruct-
ions over the Emergency Broadcast System.

2. 1In the event of a natural disaster or lccal
emergency, such as plane crashes, power black-
outs, hurricanes, etc., a telephone chain of
notification will be made by voluntesr personnel.
Auxiliary Borough Commanders, upen receiving a
request for manpower, will notify their Auxiliaxy.
Precinct Commanders. Auxiliary Precinct Command-
ers will assign their Auxiliary Lieutesnants and
Sergeants specific subordinate personnel to
notify, therebv completing the chain of
notification

3. . If, after a reasonable amcunt of time, a member
of the Auxiliary Police does not receive such a
notification, he/she may call or report to a
Police Precinct to ascertain if volunteer ser-
vices are reguired. Members will NOT respond
directly to the scene of an emergency unless
directed to do so by a recular pclice superior
officer. -

4, In order to be effective, emergency mcbilization
must be planned befcre emergencies arise. It is
of utmost importance that telephone nuabers be
kept current and reaélly accessible %o avoid any
delay in meking notifications.

ANIXYIITARY ENRrce e/ TiAM
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AUXILIARY EMERGENCY
SERVICE FORCES

DATE ISSUED DATE EFFECTIVE REVISION NUMEER PAGE
07/23/90 07/23/90 90-2 |1 of 2
1. Members of the Auxiliary Emergency Service Force,

NOTE

A,

Response
commands must be authorized by
Chief of
Section.,

who are approved for active status and are assign-
ed to Precinct Auxiliary Emergency Service Units,
may receive the following assignments: '

Training programs designed to properly maintain
and use rescue eguipment;

such
lost children,
floods, etc.

Assignments to rescue workX in emergencies,
as blackouts, snow emergencies,
Plane crashes, hurricanes,

\ssi gnments to special events; such as P.A.L.
ffairs, recruitment drives, use of lighting
ecuipment, etc.;

ther such assignments as may be authorized by
The Police Cowmissioner, Chief of Patrol, or the
Commanding Officer, Auxiliary Ecrces Section.

When assigneé to authorized field duty, members of
the 2uxiliary ERergency Service Forces cannot be
ussd to replace regular members of the department
of their duties and responsibilities, Volunteers
will work within the following limitations:

Not respond with rescue trucks and eguipment to

any emergency unless directed by a superior officer

of the Police Dept. or an A.F.S. Liaison Officer,
who may utilize the volunteers and equipment
anvwhere within his borough command.

of trucks, equipment and crews between Borough
the Police Commissioner,

patrol, or Commanding Officer, Auxiliary Forces

us duty, but be
mpbers of the force;

5 n:
~
0‘
(D O

AUXILIARY FORCES SECTION
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AUX”—!ARV GUIDE . PROCEDURE No. 6-6

AUXILIARY EMERGENCY
SERVICE FORCES

DATE ISSUED. . DATE EFFECTIVE REVISION NUMSER PAGE

ADDITIONAL
DATA

RELATED
PROCEDURE

5-01-89 05-01-89 ge-1 l 2 of 2

C. ©Not be assigned to posts as Auxiliary Police
Officers unless they are transferred on orders
from the Auxiliary Emergency Service Forces to
the Auxiliary Patrol Force. : '

3. When assigned to rescue wcrk at the scene of an
emergency, the A.E.S. supervisor present will
be in charge until relieved by a superior
cfficer of the Auxiliary Enmergency Service
Forces.

The Police Emergency Service Unit Commanding
Officer coordinates all field and specialized
training of the Auxiliary Emergency SErvice Forces
volunteers.

Members recuesting assignment to Auxiliary
Emergencyv services Forces will be selected based
on special skills and qualifications and must have
had one (1) year of patrol duty.

2t least four (4) AES personnel are reguired to

be on an AES vehicle for normal duty overations.
The minimum reguirement may be waiveé at the
discretion of the C.0., A.F.S., or the C.0. 0f the
precinct concerned. However, in no case may a
vehicle be operated without at least one (1)

AES supervisor on board.

Auxiliary Forces (Police) Progranm (Administrative
Guide 316-~-28)

89-1

AUXILIARY FORCES SECTION
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NOTE
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<. 65=7
AUXILIARY EMERGENCY SERV
MOBILIZATION PLAN
DATE ISSUED DATE TFFECTIVE "REVISION NOMSIx %
1l of 5

To enable promgt notification to Auxiliary Emergency
Service members to respond to an emergency; it is
essential that a structured monlllzatwon plan is
maintained andé kect up~to~-date.

1. The Auxxllary Pollce Cooréinator of each precinct
where an A.E.S. unit is assigned shall have a
current mobilization plan. The plan shall in-
clude:

=

A. An up-to-date roster of al
by rank,

A.E.S. members

B. The work and home telephcne number of each
A.E.S. menmber,

C. The member who will be INITIALLY called if
the unit 1s activated. Also include the
namnes of at least two (2) other members who
cculd also be contacted if necessarv. All
three (3) members must have first-hand
knowledge of the serviceability of the
rescue truck and equipment.

D. Truck operators qualified by the Police
Department will be designated bv an
asterisk (*).

A copy of this plan, and any changes o f it, must be
submitted to the Commanding Ofiicer, Auxiliary
Forces Section.

2. Each A.E.S. member who is responsible for
notifving other members in the event of a
mobilization will be provided with a roster of
the command. These rosters will be properly

aintained, updated and safeguarded.

S. personnel will be apprised of this
e

AIIYII }ADYVY TADISNEGS O AAFPiAu
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; AUXILIARY EMERGENCY SERVICE
| MO3ILIZATION PLAN
TAE s CATT T7FECiive TRC 150N NUMEEA EnGs
| 10-17-89 10-17-89 | s9-2 2 0f 5
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ATXITIARY

.FORCES
SZCTION
STTIRVISOR

ACXILIARY EMERGENCY SERVICE
MOBILIZATION PRCCZDURE

To mebilize Auxiliary Emergency Service (A.E.S.)
personnel and equipment to assist the Police Depart-
ment's Emercency: Service Division in an emergency.

Wren the services of Auxiliary Zmergency Service
units are recuired during a serious emergency or
isaster:

1. Notify a supervisor at the Auxi l;ar Forces
Section re: he type ci incidenrt, the numbe* of
A.E.S. units r="u1*ed and the reporting si ite.

AUXILIARY FORCES SZCTION TELIPHONE § 718-520-9243

MONDAY-THURSDAY: | 0F39-2408 CFC ¥ 2300 5
RIDAY: 0730-2360- OSTO K I8CC KE
OTEZR TIMES: AT EMZRGENCY TELZ2HONE “

. UMBERS PRQVIDED TO TEX
E.ERGENCY SZRVICE DIVISION.
1. Direct tbe Auxiliary Emergency Se:vlce city~
wide Commanding Officer to:

A. Assist in mobilizing personnel and equipment

needed;
B. Notify +the 2Auxiliary Forces Section super-—
visor re: the number of units notified and

responding;

C. Resrzond to the scene, report to the police
supervisor in charge, and assist in )
coordinating assignments under the super-
vision cf police personnel;

D. Telerhcne a preliminary report from the scene.

2. Designate a memter of the Service from the
Auxiliary Forces Section as Auxiliary Emergency

AlIYIIIARY EnDroce eEQTiAY
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AUXILIARY EMERGENCY SERVICE
MOBILIZATION PLAYN
DATE 1SSUED DATE EFFZCTIVE REV.510N NUMBER PAZE
| 30f5S

AUXILIARY

3.

6.

/s

A

B.

C.

A.
B.

C.

D.

Service Coordinator. Direct Him to:

Respondé to the scene;

Assist Emergency Service Division personnel
in coordinating Auxiliarv Emergency Service
assignments; ~

Telephcne a preliminary report from the scene.
If other than werking hours, report to the

Auxiliary Forces Section tc cocrdinate
activities.

Mzke appropriate entries in the Auxiliary Police
Mobilization Log maintained at the Auxiliary
Forces Section

Rescond to the scene and assist Emergency
Service Division personnel in coordinating
Auxiliarv Emergency Service assignments.

Contact the Auxiliary Forces Section supervisor
and incuire re: the number of units notified
ané responding.

Provide Auxiliary Emercency Service units with
portable radios, when reguiresd.

Supervise Auxiliary Emergency Service personnel.

Telephone a preliminary reccrt to the Auxiliary
Forces Section supexrvisor. ©Notification will
include:

Time arrived at the scene;

The number of personnel and units which
responded;

Eow personnel and equipment are being
utilized;

Telephone number whers he can be contacted.

Keep the Auxiliary Forces Section supervisor
informed of any change of events.

Upvon completion of the detail, notify the

ALYILIARY ENRAEQ @EATIAM
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AUXILIARY EMERGENCY SERVICE
MOBILIZATION PLAN

rAT' LSSES 24TT EFFELTIVE ln’!v:i;:h NUMEE 3 IS

! ! ; 4 nf &S

Auxiliary Forces Section supervisor re:
A. The total number of personnel and trucks which
responded; '

B. How Auxiliary.Emergency Service personnel were
utilized;

C. Dismissal time.
8. As soon as practicable, prepare a report to the

Commanding Officer, Auxiliary Forces Section.
Rerort will include:

A. . Type of incident;
B. Time mobilization was activated;

C. The number of vehicles and personnel (by unit)
which reszonded;

D. Eow ecguipment and members were utilized;
E. Unusual problems encountered.

- NOTE Roll calls (A.F.S. 1l0s}, listing all members con-
: cernad, will be attached.

AUXILIARY 1. Respond to the scene, report to the police
EMERGENCY ‘supervisor in charge, ané assist in coordina-
SERVICZ ting Auxiliary Emergency Service assignments’
DIVISION under the supervision of police personnel.
COMMANDING . 1 . .
6§53635—L— 2. Assist the Auxiliary Forces Section supervisor
S in mobilizing personnel and equipment.
3. ©Notify the Auxiliary Forces Section supervisor
g2:  the number of units notified and respond—
ing.
4. Perform duties under the direction of and in
cooperation with the Auxiliary Forces Section
Auxiliary Emercency Service, Commanding Officer.
NOTE In the absence of the Auxiliary Emergency Service

Cityv-wide Commanding Officer, the Auxiliary Forces
Section supervisor will designate an A.E.S. Division
Liaison Captain to perform the duties above.

AUXILIARY FORCES 8ECTION
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AUXILIARY EMERGENCY SERVICE
MOBILIZATION PLAN

DATE ISSUED ,DATE EFFECTIVE REVISION NUMBER PAGE
-17-89 10-17-89 | 89-2
10 5 of S
AUXILIARY 1. Mobilize personnel as directed.
MERGENCY : ; - ;
%%%vfegg— 2. Prior to leaviang the precinct, notify =he
ﬁﬁ§5——: Auxiliary Forces Section supervisor (718-520-9243)
—_— re:
COMMANDING .
OFTICER A. The number of personnel present;
B. Time leaving the precinck;
C. Needed equipment is in truck.
3. Respond to the designated reporting site.
NOTZ IZ the A.E.S. vehicle is unable to respond due tc a
mechanical malfunction, notify the Auxiliary Forces
Section supervisor, and be guided bv his direction.
ADDITIONAL The Precinct Auxiliary Police Coordinator is
DATA responsible that:

A. The mobilization plan of the A.E.S. unit is
established and kept up~to-date;

B. A mobilization roster is maintained. This
roster shall include ALL A.E.S. members
assigned and their work/home telephone
numbers; -

C. A copv of the mobilization roster and plan is
kept at the precinct desk and a copy is for-
warded to the Commanding Officer, Auxiliary
Forces Section;

D. Seid rosters and plans are updated semi-
annually to reflect changes in personnel
ané telephone numbers;

E. A telephone notification procedure is
established and that A.E.S. supervisors are
responsible for making notifications;

F. All A.E.S. members know how the mobilization
plan is activated, how they are nctified andé
their mobilization point,

NOTE Mobilization point will be their assigned command.

G. Mobilization plans are tested by holding
periodic simulated exercises. They shall be
reviewed and revised 1f necessary.

AlIXYIILIARY BENARAER] QEATINNM
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USE OF DEPARTMENT VEHICLES 5
BY AUXILIARY POLICE PERSONNEL |
CATE ISSUED (STTOEFRICTIVE RS, IIIIN NWMSIE PRz i
i ' i
‘ 1 of 3 |

Operations Order #24, dated February 15, 1983,
autherized Auxiliary Police Ofiicers to operate
Police Department blue ané white RMPs if available.
When these autos are utilized the following guide-
lines are to ke achered to:

1. Three (3) AuXL-lary Police magnetic signs must
be attached as follows:
A. One {l1) sign on the left front fender
adjacent to the word "Police"
B. One (1) sicgn on the richt front fender
adjacent o the word "Police!

C. One (1) sign on the rear trunk above the
word "Police".

2. The ooe*ator must be cualified by the Police
Department Driver Training Unit.

3. Make a memo book-entry of the inspection of the
vehicle. Bntry shall include:

AT THEZ BEGINNING OF TOUR
A, odometer reading
B. gasoline in vehicle; If gas or oil is ob-
tained, indicate the 2mount in memo book.

s properly inflatea

e
D. brakes, lights, windshiel? wipers and warn-

ing devices are working properly
E. battery has sufficient water

F. spare tire (inflated), jack and lucwrench

G. check interior and exterior condition of
vehicle for any damage
E. inventory of eguipment stored in trunk

- Make minor respairs if possible

- Any discrepancies or property found will be
brought to the attention of the desk oIficer.
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USE OF DEPARTMENT VEZICLES
BY AUXILIARY POLICE PERSONNEL
DATE 1SSuUSD SATD ZFFECTIVE Ry 1IN NUMBES AT
i 2 of 3
AT THE END OF TEZ TOUR
A. odometer reading
B amount of gasoline left
C. condition of exterior
D interior, incluéing the floor area under the
seats

4. Notify the desk officer when a car requires re-
Dairs or replacement of accessories.

5. An Auxiliarv Police Superviscr MUST be in the
vehicle,

6. Orerator must obey ALL trafiic regulations at
ATL times.

7. Must NOT condunct "vehicle stops" or engage in
vehicle pursuits,

8. Permit only members ¢f the service performing
colice cuties, or auxiliary personnel in
uniform to enter or ride in an RMP while you
are on patrol.

9. Do NOT leave an unlocked RMP unattended. If
you have to leave the vehicle, close the
windews and lock the doors. Make an erntry in
your memo bock noting the reason therefore.

10. Do NOT leave a portable radio in the vehicle.

1l. Leave radio on at ALL times.

12. Avoid remaining in areas where radio reception
is pcor.

13. Do NOT respond to radio calls unless directed

by Communications Section Dispatcher or a
Police Officer. When communicating with the

dispatcher, you will preface the RMP number
and pracinct with "Auxiliary" thereby denoting
your stacus, e.g. "Auxiliary RMP #123, 17 Pct.

to Central K'".
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USE OF DEPARTMENT VEHICLES
BY AUXILIARY POLICE PERSONNEL

DATE iSSUED DATE EFFECT": REVISION NOEZ= SAGE

Gz | 92-3 3 of 3

1l4. If you witness a crime or dangerous incident, do

- not take any action (unless it is a matter of
life or death). Report the facts. to "Central"
reguesting assistance, and keep the subjects
under surveillance until a Police Officer re-
sponds. You will then be guided by the orders
of the first palice unit arriving on the scene.

15. Sirens will not be used. Roof lights will be
used only as a safety measure when the auto is
parked at the scene of an emergency.

16. Position RMP at the scene of an-emergency to
avoid obstructing, or being blocked by responé-
ing emergency apparatus.

17. Overate RMP in a manner to avoid injury to
persons or damage to property. :

18. Remain in assigned sector or area of assignment
unlsss directed to respond to another location
bv direction of the Communications Section or
a2 ‘Police Officer.

19. Drive at a slow rate of speed but do not im-
pede traffic.

20. Do NOT push or tow arother vehicle with an RMP.

21. If involved in a vehigle accident, immediately
notify "CENTRAL" and recuest the patrol super-
visor. Follow P.G. 107-7 (Department Vehicle
Accidents), and forward a copy of the accident
report along with a rewport on official depart-
ment letterhead to the Commanding Officer,
Buxiliary Forces Section.

NOTE Assignment of R.M.P. cars to puxiliary Pclice may be
made ONLY when a ranking Auxiliary Police Officer
will be ohysically present in the vehicle at ALL
times.
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PRCCEDURE No,

UTILIZATION OF WHITE AUXILIARY VEHICLES

PROCEDURE

o

DATE ISSUED
May 6, 1991 ' May 6, 1991

DATE EFFECTIVE REVISION NUMBER PAGE

91 - 1 ‘10f2

Operators of auxiliary vehicles will adhere to the
same quidelines in the section pertaining to the use
of department vehicles by auxiliary personnel as well
as the following: ’

1. The operator MUST be qualified by the Police
- Department's Driver Training Unit.

2., The siren in auxiliary vehicles must be
disconnected.

3. CARE AND MAINTEXNANCE OF AUXILIARY VEHICLES

A, If repaits are needed, DO NOT drive vehicle
to Motor Tramnsport if it may do damage to said
vehicle. (Example: driving a considerable
distance to Motor Transport with an overheated
engine.) When in doubt, seek directions from
Motor Transport regarding the advisability of
using a tow truck.

B. It is of the utmost importance that all fluid
levels are properly maintained - these levels
should be checked daily., Weekly (documented)
inspections will be made of these vehicles under
the supervision of the Precinct Coordinator.
Present department forms may be used for this
purpose.

SCOOTERS

b= i

ield Services Burezu Memo #29, dated November 27,
973, authorized Auxliary Police Officers,
gqualified by the P.D. Sgooter Scheool, to utilize
department scooters. The same guidelines as
outlined in the Patrol Guide pertain to Auxiliary
Police Officers, with the following restrictions:
A?0s will patrol in pairs (two scooters), and at
least one of the members will be issuef a portable
radio.

Auxiliary Police Officers must have three (3)
months of patrol before attending Drivers
Training School.

AUXILIARY FORCES SECTION
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UTILIZATION OF WHITE AUfILIARY VEHICLES

DATEZ 1SSUEQ~' DATE SFFECTIVE REYISION NUMBER PAGE
May 6, 1991 May 6, 1991 91 - 1 | 2 of 2

1]

Opérations Order #80, dated September 18, 1980,
states that Department Pool Identification Plates
will be issued to an Auxiliary Police Officer,
operating a white auxiliary vehicle, who has to
travel across a bridge or through a tunnel under the
jurisdiction of the Triborough Bridge and Tunnel
Authority.

Prior to leaving precinct boundaries, auxiliary

members concernad will obtain authorization from

the precinct Auxiliary Police coordinator, or in
* his/her absence, from the precinct Desk Cfficer.

AUXILIARY FORCES SECTION
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RMP LOG BCOK

DATE 1SSUEC DATE SEFECTIVE REVISION NUMEZR PAGE

l of 1

To maintain uniformity in the recording of required
entries pertaining to the use of Auxiliary Police
White RMPS. .

PROCEDURE 1. Entries will be made daily on A.F.S. %42 (RMP
log) when the RMP is utilized. All captions will
be completed, and verified by the Precinct
Coordinatecr or, in his absence by the ranking
Auxiliary Police supervisory officer at the end
of the tour. '

2. A. In caption "Verify Siren Disconnected", the
Precinct Coordinator or, in his absence, the
ranking Auxiliary Police supervisory officer
will verify that the siren is disconnectead.

astion "Comments",

c
1. The ranking Auxiliary Police supervisory
fZicer assigned to the RMP will indicate
results of the auto inspection at the

keginning and end of the tour.

2. If the auto is out of service, e.g. in the
repair shop, a notation will be made in-
dicating the time and dates the auto was
sent to the shop and returned.

3. At the end of the tour, the Precinct
Coordinator or, in his absence, the ranking
Auxiliary Police supervisory officer will
entar his/her initials verifying the
entries.

3. A.F.S. Form %42 (RMP Log) will be maintained in
a binder in each cemmand to which a white
Auxiliary RMP is assigned.

AUXILIARY FORCES SECTION
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VERITICATION OF DRIVEIR'S LICINSES

CATT (S3UED QATE ZFFECTIV REVISION s PAGE
Mav 6, 1991 May 6, 1991 91 - 1 P01 efF 1

To ensure that Auxiliary Police operators do NOT
operate a Deparctment vehicle with an expired or
suspended driver'!s license.

"U

1. Al Auxiliary Police Officers who have been
qualifiad by the Police Depariment to operate
Department vehicles (trucks, RMPs and scooters)
are required to maintain aa up-to-date New York

State driver's license, free of suspension.

2. During July of EACH YEAR, preécinct coordinators
will PERSONALLY check the iicenses of ALL
qualified Auxiliary Police operators in theix
unit to verify that their licenses have not
expired, and are mot suspended,

H

3. A member in possession of an expired or suspended
driver's licemse will NOT be permitted to operate
a Department vehicle until che license has been
renewed and/or cileared of aay suspension.

0f all qualified operaztors will be kept on
the command.
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COMMAND DISCIPLINE

DATE 1SSUZD DATE ETTICTIVE REVISION WMEER PAGE
1 of 3
PURPOSE To permit an Auxiliary Commanding Officer to correct

minor violations without resoriting to formal charges.

DEFINITION Command Discivline -~ Non-Judicial punishment avail-
able to an Aux*liary Ccmmanding QOfiicer to correct
minor deficiencies and maintain discipline within
his cormmand.

PROCEIDURE Upon receiving a Supervisor's Complaint Report,
A.F.S. #23D concerning an auxiliary member assigned
.tc his command:

AUXILIARY 1. Investigate to determine if allecgation is
COMMANDING substantiatad.

OFE‘IC.—:L ~ LI e - . s~ 20 4 :
———— 2. Indicate findings on repor: if allegation is

not substantiated and file the report,

with supervisor who p* pared report if

4, Inform member of alleged viplation and conduct
ln v.."‘“'lc 'V .

A. Do not rescoré ninutes
B. Interview will be informal and non-adversary.

5. Give member an opportunity to make a statement
in rebuttal and recuest Ccmmanding Ofiicer to
seek additional information £rom other persons
involvé& :

6. Conduct further investigation if necessary.

7. Inform supervisor who prepared report of the
results of the investigaticn ané any proposed
penalty.

8. Inform memter of results of investigation and
any proposed penalty.

9. Advise memker that he/she is entitled to:
A. Accept finding and proposec penalty, or;

B. Accept :inding but appeal proposed penalty
to Comna ding Officer, Ruxiliary Forces

AUXILIARY FORCES SECTION
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COMMAND DISCIPLINE

DATE 1SSUED DATZ EFFECTIV
02-01-90 01-01-

REVISICON NUMBER PAGE
0 [ 90-1 2 of 3

\o &

C. Decline to accept the finding and proposed
penalty and have the matter resolved through
Notice of Charges (A.F.S. #23).

10. 1Inform the member that the dfcision of the
Commanding Officer, Auxiliary Forces Section is
FINAL and not subject to review, and that the
Commanding OZfficer, Auxiliary Forces Section has
the authority to:

A, Apprive proposed penalty, or;

B. Reduce proposed penalty to anv corrective
measure the Auxiliary Commanding Officer
was authorized to impose, or;

C. Increase proposed penalty to not more than
double that proposed by the Auxlllarv
Commanding Officer.

11. Give member copy of Command Discipline Report/
Election (P.F.S. #23E) at close of interview
Zfor his signature.
AUXILIARY 12. Notify Auxiliary Commanding O‘glcer, in writing
MEMBER on Command Discipline Report/Election of the

option elected.

I¥ MEMBER ACCEPTS FINDING AND PROPOSED PENALTY

AUXILIARY 13. Enter disposition on Supervisor's Complaint
COMMANDING Report ~
OFFICER
l4. File Supervisor's Complaint Report and Command
Discipline Report/Election (A.F.S. #23E) in
Command.
IT MEMBER ACCEPTS FINDING AND DECLINES PROPOSED
PENMALTY

1

sposition on Superviscr's Complaint

jo )

13

15. Enter
Report

90-1 .
AUXILIARY FORCES SECTION
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16. Forward to the Commanding Cfficer, Auxiliary
Forces Section Supervisor's Complalnt Report
and Command Discipline Report/Election.

IF MEMBER ELECTS CHARGES

17. Enter disposition on Supervisor's Complaint
Report, attach Command DlSClDllne Report/
Election and file.

18. Prepare and forward Notice of Charges (A.F.S.
£23) through channels.

19. Remove ané destroy records and dispositions of
convictions listed under Command Discipline
Violations (Procedure 8-2) on the anniversary
éate of each entry, provided the member has
had no subseguent disciplinary violations.

Each Auxiliary Unit shell maintain a Command
Discipline log.

90~-1
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/IOLATIONS SUBJECT
TC COMMAND DISCIPLINE

DATE 1SSUED DATZ CFFICTIVE REVIS.CN NUMBER FAGE

01/90 01/01/90 90~-1
02/01/ } 1 0f 2
~

To inform auxiliaryv members of the violations of
auxiliarv regulations which may Le adjudicated by
Command Discipline.

= When anv of the £ 11owing viclations are brought to

the attention of
Auxiliarv Ccommand
Command Disciziin

ng Officer concerned may initiate

VIOLATIONS

an Auxiliarv Commanding Officer, the

2. Failure tc sign out on A.T.S. $£10

3. Improper uniform or eguicment

4, Failure to maintain neat and clean perscnal
arpearance

5. Improper cr cmitted meno bcox entries

6. Improccer cxr cmitted entries in depariment records,
forms cr repcrts

7. Smoking as grchibited

8. OUnnecessary convexrsation

9. -Failure tc lock an unguarxded department venLcTa
10. Absence from post or assignme.
I1. Reporting late for duty T

12. Failure to answer/acknowledge radio calls
irectaé to member's unit and/or report dis-—
pesition promptly on auxiliary radio

13. Carrving cackages, newsparers or other articles
as prohibited while in uniform or department

vehicle
14. Failure +o notify supervising officer when
leaving pest Sor depariment or personal :

necessity.
15. Unauthorized person ridincg in department
venicle

16. rFailure tc give name ancd shield number tc
person recuesting it

AUXILIARY FORCES SECTION
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TO CCMMAND [LIsCIz
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17. ~Failurs to notify Auxiliary Commanding Officer
when address or phone number changes
18. Loss of memd Loock
13. Loss of I.D. Card
. Failure to have locker securad or preperly tagged
1. Failurs to periorm or imgprorerly perform patrol
22.  Any other viclation which, in the cpinion of
the Auxiliary Ccmmanding Officer and subject to :
approval of the ruxvllarv Division Commarde-, is
azpropcriate for Command Discicline proceadures.
The above viclations may not be processad as Com—
mand Ciscipline if the-viclation is aggravated by
conditions which maka it ina appropriats for dis-
position by Ccmmand Ciscipline or 1if member

COmn

man
erned recuests an -administrative hearing.

An Ruxiliary Commanding Officer must confer with
the Auxiliary Division Commander, prior to ‘
anud;catlna a taird Ccmmand Dlsc*gllne fer the
member thin a six-menth period, to determine.if
charzges shou*d be instituted. -

Auxi
Disc
abov

liary Division Commanders will inspect Command
izline reccrds monthly to ascer<ain that the
e procedurss ars ccmplied with.

AUXILIARY FORCES BECTION
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) REPORTING VIOLATIONS OBSERVED BY
AUXILIARY SUPERIOR OFFICER OR MEMBER OF THE SIRVICE

DATE ISSUED DATE EFFECTIVE REVISICN NUMBZR PAGE
| 1 of1

PURPOSE To report violations by an auxiliary member to his

Commanding Officer for Corrective action.
PROCEDURE Upon observing or becoming aware of a violation of

the rules or procedures by an auxiliary member:
AUXILIARY 1. Prepars Supervisor's Complaint Report
SUPERIOR (A.F.S. #23D) as follows:
QFFICIR

MEMBER OF
THE SERVICE

AUXILIARY
DESK OFFICER

AUXILIARY
SUPERIOR
OFFICER/
MEMBER OF
THE SERVICE

K. One copy if superior and member are
assigned to same cemmand, for violations
listed in Violations Subject to Command
Discipline procedurs.

(93]

- Two copies if superior is assignedé to an
cutside command for violations listed
in Vieclations Subject to Command
Discipline procedure.

2. Notify Auxiliary Desk OfiZicer of member's
cormand and obtain nex: serial number from
the Command Discipline Log.

-

A. Serial numbers commence with number
one each year.

3. Make required entries in Commandg Discipline
Log.

4. Forward Supervisor's Complaint Report to
the Auxiliary Commanding 0fficer of the
member concerned.

In cases where the member was from an out-
side command, the second copy shall be
£47
e d S

iled at the command of origination.

AUXILIARY FORCES SECTION




AUXILIARY SUPERVISOR'S COMPLAINT REPORT

AFS No. 23D

From:

To:

Command Ser. No.

Subject: REPORT OF VIOLATION OF THE AUXILIARY RULES AND PROCEDURES.

Member Rank Full Name, Shield No. Command
Complained

of:

Location where violation occurred: Time Date Day of Week

Complainant

Name & Address

Telephone Number

Details of Violation:

Auxiliary Officer wasl]  wasnotl] warned and admonished, and

wasl_J wasnot_]  instructed in the proper performance of duty and/or procedure.

Signature of superior preparing report

Rank

Command

Date

FOLLOW-UP
(] Unsubstantiated 0 Command Discipline Accepted
[ Notice of Charges (AFS No. 23) ) Appeal t0 C.O., A.F.S.
Precinct Ser. No.
Rank Signature of Command

Final Disposition

Instructian:

Auxiliary Commanding Officers must invesugate and regort disposition under FOLLOW-UP.




COMMAND DISCIPLINE REPORT/ELECTION

AFS No. 23E

Command Ser. Na.

*uxiliary Qfficer's Full Name

Rank

Shield No.

Assignment

Investigation has béen completed conerning the viclation charged herein. The finding and the disciplinary action
recommended are indicated below. You may accept the finding and the proposed disciplinary action; or accept
the finding but appeal the proposed disciplinary action to the C.0., A.F.S. for final determination; or decline to
accept the finding and the proposed disciplinary action in liew of an Admlmstratlve Interview. You must complete
and return this form to the undersigned immediately. .

Summary of Investigation and Disposition of Complaint:

Finding

Disciplinary Action Recommended

Rank

Signature of Auxiiiary Commanding Qfficer

Command

Date

TO BE FOMPLETED BY AUXILIARY OFFICER CHARGED:

! understand that | do not have toc accept the finding and the disciplinary action recommended by my auxiliary
commanding officer or unit head, My right to have this matter reviewed as to the proposed disciplinary action anly,
by the C.0., A.F.S., and my right to an Administrative |nterview, have been explained to me and | hereby

voluntarily:

D Accept the finding and the proposed disciplinary action.

d Accept the finding but elect to have the disciplinary action reviewed by the C.0., A.F.S.

(] Decline to accent any disciolinary action without an Administrative Interview.

Auxiliary Officer’s Signature

Date

‘Witnessed by: {Name, Rank, Shield No.j




AUX”-?ARY GU'DE . PROCZDURE No. 84
AUTHORIZED PENALTINES UNDER
COMMAND DISCIPLINE

DATE ISSUED DATE EFFECTIVE REVISION NUMBER PAGE

02/01/90 lo1/01/90 | s0-1 . | 1051
PURPCSE To inform auxiliary members of the penalties

an Auxiliary Commanding Officer may impose
under Command Discipline.

PROCEDURE When a Command Discipline aliegation is
substantiated:
PENALTIES
1. Impose one of the following penalties:

A. Forfeiture of up to two (2) RMP tours
uty.

[ TR Y

T

(o]

B. Suspension of either one (1) or two(2)
weeks of duty.

NOTE The above penalties DO NOT prohibit an
Auxiliary Commanding Officer from warning
and admonishing in writing, copy to be
filed with the papers.

AUXILIARY FORCES SECTION
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PURPOSE To insure that charges and related papers are pfepared
accurately and completely.

PROCEDURE When a serious violation is inappropriate for Command
DlSClpllne or when Command Discip line is declined.

INITIATOR Charges mav be initiated by any sworn memkexr of the

OF CHARGES Police Department or an Auxiliary Police supervisory
Officer of a higher rank than the meﬂne: concerned.

NOTE A.member of tHe Auxiliary Police’ who desires to re-
port a viclation committed by a member of egual or

*higher rank will report such violation to his/her

Unit Coordinator, who will evaluate the met:er, and,
if appropriate, prefer charges,

INITIATING Charges may be filed whenever 'a member fails to

CHARGES comply with a lawful order from a police officer or
auxiliary superior officer, loses depariment property .
or any violation of procedure, not covered by the
Command Discipline procedure. )

1. FIVE (5) coples ¢f NOTICE OF CHARGES (A.F.S.
223) will be prepared (captions 1 throuch 5
will be ccmpleted).

1
£

2. A chronological listing of corrective super-
visory charges, beginning with the number "1"
for each year, will be maintained on form
A.F.S. #23A in each BAuxiliary Police Unit. The
serial number, will be entered in the uprer,
richt-hand corner of th2 A.F.S. $23.

NOTE A separate A.F.S. #23 and separate serial number
will be assigned to EACH charge and EACE member
charged.

If charces ars being preferred in cor by a command,
other than the member's command,; the member's unit
will be called to obtain the next serial number.

If the member's unit is closed, the command serial
number WLll be obhtained during the next scheduled
meeting night.

AUXILIARY FORCES SECTION
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OF MEMBER

[AUXlL!ARY GU!DE Pracedure No. 8-5

AUXILIARY POLICE FORMAL DISCIPLINARY PROCESS

Jan.

DATE ISSUED DATE EFFECTIVE REVISICON NUMBER Page
6, 1992 Jan. 6

, 1992 92-1 2 of 9

[§%)

Form APS #23 will be prepared and served without
unnecessary delay after determination that charges
will be preferred against the member, or if the
member is suspended.

If charges are prepared by other than the Auxiliary
Polic~ commanding officer against a member of his/
her unit, the initiator of the charges will forward
all five (5) copies of form APS #23 to the
subject's Auxiliary Police commanding officer.

If charges axe prepared by the subject's Auxiliary
Police comm4nding officer, or the auxiliary
commanding officer is the subject of the charges,
the initiator of the charges will forward all five
(5) copies to the borough coordinator.

A member alleged to have committed a serious
offense or violation ¢f the Auxiliary Guide may be
suspended by a police superior officer or an
Auxiliary Police coordinator.

A member who is suspended must immediately
surrender his/her shield and I.D. card to the
person effecting the suspension. If the items are
not available at the time of suspension, the
member must surrender them, without delay, to
his/her Auxiliary Police coordinator.

The coordinator will inform his/her police
commanding officer of the suspension.

The A.P. coordinator will notify the borough
A.P. coordinator and the Commanding Officer,
Auxiliary Police Section, of the suspensiomn, by
telephone, without delay.

Caption #68 of form APS #23 must be completed.
Member's shield and I.D., card must be delivered

to the A.P.S. for safekeeping pending outcome of
the suspension.

AUXILIARY POLICE SECTION
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AUXILIARY POLICE FORMAL DISCIPLINARY PROCESS

DATE ISSUED DATE EFFECTIVE REVISION NUMBER . Page 7
Jan. 6, 1992 ' Jan. 6, 1992 , 92-1 3 0f 9 7

SCHEDULING 1. The member charged may elect to héve the charges

THE heard at an Administrative Interview.

ADMIN.

INTERVIEW 2. The Administrative Interview shall be scheduled to
be held no sooner than 10 days, nor later than 30
days from the date the charges are served upon the
member. ‘

3. A date, time and location will be selected, and
appropriate entries will be made in par. #7 of
form APS #23.
NOTE Effort should be made to select a date and time that is

NOTICE OF

CHARGES
(APS #23)

mutually convenient for all concerned.

4,

If the member cannot be present on the scheduled
date, the member must

a. make that fact known to the member's unit
coordinator without delay, in person, or by
telephone;

b. select an adjourned date for the Interview,
convenient for all concerned. Such date
must be within 30 days from the date of
cancellation of the initial date;

c. follow up the telephone or personal notifi-
cation with a written document to the unit
coordinator requesting adjournment, giving
the reason, and indicating the agreed upon
adjournment date,;

Unit coordinator will immediately forward a copy
of the adjournment request to the C.0., Auxiliary
Police Section,

A member may request a maximum of two adjournments.
Par. #4, a thru ¢, above, will also apply to the
second request for adjournpment. Failure to

appear on the second adjournment date will result
in the Interview being held in absentia (without
the member being present.)

Receipt by member charged of a copy of NOTICE OF
CHARGES (APS #23) is considered a writtem
notification of charges.

The member charged will be given a copy of tha
APS #23 with captions #1 through #7 completed.

AUXILIARY POLICE SECTION

’




PROCESSING

FORM
APS #23

AUXlLlARY GU!DE Procedure No. 8-5

AUXILIARY POLICE FORMAL DISCIPLINARY PROCESS

DATE ISSUED DATE EFFECTIVE REVISION NUMBER
9 -

Jan. 6, 1992 | Jan. 6, 1992 Page

4 of 9

3. Personal service will be attempted in all cases,
at which time caption #8A will be completed
including the member's signature acknowledging
receipt of the charges.

4, CERTIFIED MAIL

A, If personal service cannot be made, the unit
coordinator will prepare a brief report
including the member's current address and why
personal service was not possible.

B. In caption #7 (APS #23) enter the date of the
Administrative Interview, said date to be
within 30 days of the date the form is forwarded
to the Auxiliary Police Section.

C. The report and three (3) copies of the APS #23
will be forwarded to the Aux. Police Section.

D, The Aux. Police Section will send one copy of
the APS #23 to the member charged, via
certified mail. Caption #8B will completed, and

one copy will be returned to the unit
coordinator with notation of whether the member
received the charges.

After the Administrative Interview has been scheduled,
and the member charged has received written notice of
charges:

1. If charges were prepared by other than the
Auxiliary Police commanding officer against a
member of his/her unit, the A.P. coordinator
will insure that captions 1 thru 8A are completed.

2. 1If charges were prepared by the subject's A.P.
commanding officer, or an A.P. commanding officer
is the subject of the charges, the borough A.P.
coordinator will insure thit captionms 1 thru 8A
are completed, -

AUXILIARY POLICE SECTION
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ADMINISTRATIVE

3. Distribution:

1 Copy = Subject member charged

1 Copy = Borough Coordinator

1l Copy - Auxiliary Forces Section

1 Copy = To member's command to be placed in
his/her personal file .

1 Copy - Retained for use in conducting the

Administrative Interview

INTERVIEZW

NOTE

1. CONDUCTED BY n

The Administrative Interview will bé%éggéu
by the member's Auxiliary Police Commanding
Cfficer. However, if the member's Commanding
Officer initiated the charges, or if the
person charged is an Auxiliary Police Command-
ing Officer, the Borough Coordéinator concerned
will designate an Auxiliary Police supervisor,
above the rank of Captain, to conduct the

ted

Interview. This paragraph 4pes not preclude the designatior
an Admin. Interview Officer by the C.0., A.F.S. 90-4

2. REPRESENTATION '
The member charged is entitled to have a
representative present during the administra-
tive interview.

3. CONDUCTING THE INTERVIEW

The interviewing officer will insure that all
reasonable efforts are made to determine the
facts of the allegation. Witnesses' testimony
relating to the charge will be recorded to
facilitate later review.

A tape recorder can be obitained from the Auxiliarwv
Forces Secticn

4., RENDERING A DECISION

In arriving at a decision, the interviewing
officer must consider only such information
or statements which are relevant to the
member's conduct or to the incident in quest-
icn. If the charges are substantiated, in-

AUXILIARY FORCES SECTION
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DISPOSITION

OF CHARGES

NOTE

formation such as, awards, years of service or
cther pertinent circumstances may then be taken
into consideration in rendering appropriate
discipline. :

5. ‘PENALTY

In recommending a penalty, the first consider-
ation shall be the seriousness and effect of
the violation; the second consideration shall
be the member's past record. Possible
penalties are:

A. Warn and Admonish

B. Re=-training

C. Restriction of assignments
D. Transfer

Suspension

i

tr

Dismissal

. Probation for a specific period of time

mo0

. ~ Reduction of rank

After arriving at a formal decision and penalty,
if appropriate, the interviewing officer will:

1. Prepare DISPOSITION OF CHARGES (A.F.S.
#23B) - completing captions #l1 through #5.
If decision is NOT GUILTY - FOUR (4)
" copies '
If decision is GUILTY - FIVE (5)
copies

Reascn (s} for arriving at a guilty decision will
be entered.

Interview conducted bv Precinct Auxiliarv Police
Commandincg Officer

"Submit all copies of form A.F.S. %233 to the

Precinct Coordinator for review by the Police
Precinct Commanding Officer who will make
appropriate entries in caption #

Interview conducted by Auxiliarv 'Pclice Super-

visorv officer at the borouch

Submit all ccpies of form A.F.S. #23B tc Borough

AUXILIARY FORCES SECTION
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FILING

Coordinator for review by the Auxiliary Police
Program supervisor of the borough who will make
- appropriate entries in caption #6.

Notify member concerned of approved
findings and any recommended penalties

by giving him/her a copv of form A.F.S.
#23B. The appropriate boxes in captions
#7 will be completed. Personal service
will be attempted in all cases. If
perscnal service cannot be made, certified
mail (return receipt requested) will be
utilized. For certified mail, see pro-
cedure #8-5, Page #3, WRITTEN NOTICE

OF CHARGES, Paragraph #4, using same
format for A.F.S.- $#23B as for A.F.S. #23.

2.

Distribution of form A.F.S. #23B-

If NOT GUILTY - four (4) copies

1 copy - subject member

1l copy - Auxiliary Forces Section

1 copy - Member's personal file at
his/her command

1 - File at borough concerned

copy

If GUILTY - five (5) copies
1l copy - subject member
4 copies - Borough Coordinator

Borough Coordinator will retain his copies pending
receipt of a request (by subject member) for an
appeal. If no reguest for an appeal is received
within 10 days of member being notified of final
decision cf the Administrative Interview, the
Borough Coordinator will complete caption #13 of

form A.F.S. $#23B and distribute copies as follows:
1 copy - Auxiliary Forces Section
1 copy - member's personal file at
his/her command
1 copy - Borough command _
1 copy - not needed; may be discarded
If a member elects to appeal the decision, the mem-

ber prepares a written statement indicating the
basis for the appeal, and forwards the regquest for
an azpeal to the Borouch Coordina within 10
days of having been notified of the final decision
of Administrative Interview.

e hat
-
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APPEAL 1. ODEFINITION

PROCESS

The appeal process consists of a review of the
report prepared by the hearing interviewing
officer including the minutes of the Admin-
istrative Interview to determine the validity
of the grounds of the appeal requested by the
member, . .

2. APPEAL QOFFICER

The Bornugh Coordinator will designate an.
Auxiliary supervisory officer, above the rank
of captain, other than the officer who conduct-
ed the initial Administrative Interview, from
the Borough Unit to conduct the appeal. The

4 copies of form A.F.S. #23B will be given to
the Appeal Qfficer.

3. APPEAL PROCEEDING

If circumstances warrant, an appeal proceeding
will be conducted, at which time testimony re-
lating to the grounds of the.appeal will be ob-~
tained. The member is permitted to have a
representative present at the appeal proceeding.

4. RESPONSIBILITIES OF APPEAL OFFICER

a. Complete captions #8 through #l11 on
©  DISPOSITION OF CHARGES (A.F.S. #23B), as
appropriate.

b. Notify member concerned of the appeal decision
by giving him/her a copy of form A.F.S. #23B
and complete caption #12, personal service
will be attempted in all cases. Where personal
service cannot be made, certified mail (return
receipt requested) will be utilized.

¢. Distribution of form A.F.S. #23B:

1 copvy - Auxiliary Forces Section

1 copy - member's personal file at his/her
command

1 copy - subject member

1 copy - Borough Coordinator for borough file

ADDITIONAL XK. £ _a member i uspended, NOPICE OE CHE ES . -
DATA Mt be M, served -and (CUCOJ\_CC\
7arded withim 48 hours. =
| 2. CORRECTIVE SUPERVISORY ACTION INDEX

(A.F.S. #23) will be maintained at each unit.

A command serial number, beginning with the

numper 1 each year, will be assigned to ZACH

charge preferred against EACH member.

AUXILIARY FORCES SECTION
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4 A.

If, after charges have been initiated, the
member and the supervisory officer assigned
"as Interviewing Officer agree on a penalty
without a formal interview, the Admlnlstratlve
Interview may be waived.

At any time -after charges have been preferred,
the Police Commanding Officer of the Patrol
Borough concerned, or the Commanding Officer,
Auxiliary Forces Section, after reviewing the
case, may terminate the disciplinary proceed—
ings and dismiss the charges.

The Commanding Officer, Auxiliary Forces Section
shall review all corrective supervisory action
cases, make a final determination, and publish
an appropriate Personnel Order.

AUXILIARY FORCES SECTION
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When a member of the Auxiliary Police is arrested or
issued a Desk Apoearance Ticket, or personal SUMmons,
except Zfor mincr traffic ofifenses:

MEMBER 1. Inform the arresting officer that he/she is
ARRESTED an auxiliarv ofiic
2. Recues; notification of the arrest be mace
to the precinct to which member is assigned;
3. Surrender his/her shield and ID card at the
time oI arrest.

NCT 2 ghield ané ID card were not surrendered at time
of arrest, member must surrender both items, with-
ou:.celay, to his/her unit coordinator or to the
Auxiliaryv Forces Section. Failure to do so will
result in member being dismissed from the Auxiliary
Police.

MEMBEZR'S 4. Inorm member that he/she is suspended.

UNIT - e s C "

COORDINATOR 5. Nc;:-y the Auxiliary Forces Section, by

echone, of the arrast.

ra four cories of A.F.S. £23C (NOTICZ
GSPENSION DUE TO ARREST), completing
ions 1 throuch 6.

7. 1= memner's shield was vouchered, enter tﬁe
woré "vouchered" in capticn 4.

NCTE auxiliary Pclice shields are vouchered, ONLY Ir
REQUIRED 2§ EVIDENCE. In all other cases, they
are Lorwarhec to the Auxilliary Forces Section.
(2.G. 120-17)

§. Serve A.F.S. #23C on member personally,
aré complete caption 7.

NQTE I< perscnal sexrvice cannot be mace, prepare a
report on TY2ED LETTERHEA AD describing why such
gervice was noct possible, ncluding member's
current address, requesting service be made by
Certifieé U.S. Mail. Forward the report with
three copies of the completed form A.F.S. #23C

5 +he Auxiliary Forces Section.

AUXILIARY Sroren ama= =
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AUXILIARY MEMBER AXREZSTED

DATE

I3SUED DATE

m
“n

FICTIVE REVISION MMBER PAE
2 of 4

MEMBER
ARRESTED

NOTE

MEMBER'S
UNIT
COORDINATOR

9. Request member to sign caption 8 acknowledging
receipt of the notice. If member refuses,
enter "refused" and initial the entry.

10. Distribute the copies of A.F.S. #23C as follows:
a. original forwarded to A.F.S. direct;
b. one topy is given to member;®

C. one copy is forwardeé to the Borough
Coorcdinator; T

d. one copy is placeé in member's file at
his/her unit.

11. Forwarded member's shield and ID card, with
two copies of A.F.S. #19 (SHIELD RECEIPT) to
the Auxiliary Forces Sec*ion.

12. 1Is recuireé to contact his/her unit coordina-
tor once every three months after being sus-
pended due to arrest, to inform the coordina-
tor of the current status of the case.

Failure to contact the Coordinator without nofity- .
ing the Coordinator of the reason for such failure,
ané without good cause, will result in *ermination
of membership in the Auxiliary Police.

13. Upon completion of the court case, provicde a
copy of the court Certificate of Disposition
to the Unit Coordinator.

14. when contacted by member, enter the date and
initial the entry in the space provided at
the bottom of the A.F.S. #£23C maintaineé in the
member's file.

I

15. If no ccntact is made within five months, with-
out gcod cause, submit form AFS #34 recommend-
ing that member be DROPPED from the rolls,

giving the reason, "Arrested - faileé to con-

tact Coordinator in months - arparently

no longer interested.”

16. When member's court case is concludeé and
member submits a court Certificate of Disposi-
tion, personally conduct an Admimistrative
Interview.

AUXILIARY FORCES SECTION
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AUXILIARY MEMEER ARRESTED

DATE 1SSUzZ DATE EFFzCTIVE = ISICN NpMEZ = Sr3E

BOROUGH
COORDINATOR

17. Upon completion of the Administrative Interview,
prepare four copies of form A.F.S. #23B
(DISPOSITION OF CEARGES), completing captions
1 through 5. Prepare a £ifth copy if finding
is guilty.

1§. Reguest the Precinct Commanding Officer to re-
view the disposition and comgplete caption ‘6.

19, Serve A.F.S. #23B on member personally, and
complete caption 7.

20. Distribute the ccrpies of A.F.S. #23B as follows:
a. one ccpv is given to the member;

b, - Forward the original and one copy (two
if guilty) tco the Borough Coordinator,
with a report, in duplicate, stating

1. the results of the case in court;
2. £indings of the hearing officer;

3. recommendation regarding the con-
tinuaticn of the suspended person's
membership in the Auxiliary Police;

c. one ccpy is placed in member's £file at
his/her unit :

21. If the finding of the hearing officer is "not
gquilty," endorse the Precinct Coordinator's
report and forward all papers to the Auxiliary
Forces Section.

22. If the finding is Yguility," hold all papers
allowing member ten days to submit a written
appeal.

23, If no appeal is then received, complete cap-
tion 13 on the A.F.S. #2233, and forward all
papers to the Auxiliary Forces Section.

24. If a written appezl is resceived, personally
conduct an Appeal, and complete captions 8
through 11 on A.F.S. #23B.

a, one copy is given to the member;
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AUXILIARY MEMBER ARRESTED

DATE ISSUED DATZ EFFECTIVE REVISION NWMzZz =432

4 of 4

b. forward the original copy to the
Auxiliary Forces Section, with all re-
lated papers;

c. file one copy at the borough unit.

SUPERIOR 25. Review tape recording of hearing, and all

OFTICER, related papers.

AE.S. 26. Submit all material to <he Commanéing Officer,
Auxiliary Forces Section, for final determina-=
tion.

COMMANDING 27. Make £inal determination of matter.

OFFICER 28. ©Publish final decision in an A.F.S. Personnel

A.F.S. ordas
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BASIC TRAINING COURSE

D

ATE ISSUED
10/17/89

o -

DATZ EFFECTIVE REVISIO: MEBE =
5.0,’1//99 EVISION NUMEER PAGE
g9-2 | 1 of 3

|

PURPOSE

PRECINCT
COORDINATOR

BOROUGH
COORDINATOR

PRECINCT
COORDINATOR

To train civilian volunteers in the basic skills and
technicues needed to function effectively as Auxiliary
Police Officers.

s8]

19
.

~l
.

PROCEDURE
1.

If possible, start with a minimum of ten (10)
students.

Classes will be held only once a week.

Contact A.F.S. Training Officer at least two weeks
prior to your first class with the following
information:
- day, date and time the class is starting
and finishing
- location of classes (address and room number)
- number of students
~ day and time of subsequent classes
NotifZy the Borough Coordinator

Notify Precinct Coordinators throughout tha
borough.

Obtain the following training materials from your
Borouch Liaison Officer at Auxiliary Forces Section:
A.F.S.

4
A.F.S. #5 - Course Attendance Form -
. 4 copies

4 - Course Roster - 8 copies

Schelastic Award - (For student achieving
the highest academic
grade)

A.F.8. #7 - 15 copies

DCJs 2005 - 1 cooy
FC2 EACH STUDENT

Basic Training Course Student Manual

Cuiz Answer Shests - A.F.S. $6Q

Final Exam Answer Sheet/Basic Training
Certificate - A.F.S. #6

Certificate of Accomplishment (Diploma)
Service Record (Time Card) - A.F.S. #35

Gtilize the Instructor Lesson Plans with the manual
in teaching the Basic Training Course.

n Course Attendance Form -

xly attendance ©
n (2) absences are ai:lowed per

AUXILIARY FORCES SECTION
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FORCES
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OFFICER

TRAINING
OFFICER

" AUXILIARY GUIDE . secnm s, o

BASIC TRAINING COURSE

DATE ISSUED DATE EFFECTIVE REVISION NUMBER PAGE
Lo/17/89 | 10/17/89 | 89-2 | 203
9. After each class send completed form A.F.S. #7

(Training Attendance Slip) to Auxiliary Forces
Section, attention: Assistant Training Officer.

10. Make sure that the initial enrollmeht package
is submitted in person (Precinct Coordinator)
to Auxiliary Forces Section by the 4th class.

1. Ensure that students (not designated "Admin-
istrative Duty Only") are assigned to Observer
Field Trainers.

12, Quizzes will be given at the beginning of Week
6. This gquiz merely serves as an indicator
of students' progress and need not be enclosed
in the final package.

13. The Final Exam will be given on the 12th week.
These exams will be administered by your AFS
Borough Liasison Officer. Contact him at least
3 weeks in advance to schedule the exact day
and time.

14, Within 5 days.-after the conclusion ¢f the Basic
Training Course, submit the Final Package to
your Auxiliary Forces Section Borough Liaison
Officer.

Uniform/equipment vouchers will not be issued until
111 reports/certificates are correctlv submitted and
processed.

15. Verify that all report/certificates are accurate
and complete,

16. Forward above to Training Officer.

17. Maxe apprcpriate entries in Training Course
Class Log

18. Retain one (1) copy of the A.F.S. #4, and
A.P.S. %5

19. Process Diplomas and Certificates of Scholastic

~ Achievement

AUXILIARY FORCES SECTION
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BASIC TRAINING COURSE

CATL ISSED CATT R TTIMVE RE v IIIN NMEZ R SALL
! ! '3 of 3

20. Submit to Applicant Processing Personnel:
a. 1 copv of the A.F.S. #4 and A.F.S. #5
b. Final Exam Answer Sheets - A.F.8. #6

RELATED Processing of Enrollment Package
PROCEDURE

AUXIL!ARY FCRCES 3ECTIOMN
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CBSERVER FIELD TRAINING DUTY
|

DATE 1SSUEl DATL TFFiseive RE(ISION MMEER | PAGL
10-17-89 | 10-17-89 | 89-2
. . 1 of 2
PURPOSE To give the student cificer a better understanding c=

what an Auxiliary Police Ofiicer does while on patrcl.

PROCEDURE 1. Each student Augiliary Police Cfficer, whzle
attending the Basic _ Training Course, is recuir-—-
ed to perform one (1) tecur of Observer Field

) Traininc Duty in the command where he enrolled.
(j Observer Field Training Duty will be performed
in the ccmpary of an Auxiliary Police Field
Training Officer (F.T.0.) ané another experienced
Auxiliary Police Officer.

2. Precinct Cocréinators will aes;gnate certain
memters of their units as Fieléd Training Officer
(Auxiliary Police 0fficers or superviscrs).

Members will be selec%a2d on the basis of their
exrerience, working knowledge of Auxiliary Police
opeérations, traln*“g capability, and their ability
to get zlong with others.

auxiliary Police Officers will report to
gmm eanés on a desigmated night, sign in on
.S. $#10 (Rell Ca-l), stand roll call
icn, make apprepriate entries con their

CLOTEES TO A F.T.0. and another experienced
Auxiliary Police 0fficer. No more than two (2)
student ofiicers will be assigned to two (2)
Auxiliary members. While performing Observer
Field Training Duty, student officers will only
OBSERVE, and NOT participate in specific duties
{such as, traffic contrcl, or routine crowd -
control).

¥

(~ 4. The Basic rTraiaing Courss Instructor is
rasponsikle for scheduling stucdents to pericr=
Observer Pield Trainincg Duty. Be shall prepaze
A.F.S. Form £33 (Verification of Observer Fielcd
Training Duty), listing thcse members who are
recnlre: to repori for Observer Field Training
Duty, ani forward the report to the Precinct

Coordéinatcr concerned. 2Afzer the student

AUXILIARY FORCES SECTION
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OBSERVER FIELD TRAINING DUTY

DATE ISSUED

DATE EFFECTIVE REVISION NUMEER PAGE
2 of 2

officers have completed this duty, the Precinct
Coordinator shall ccmplete the necessary captions
on A.F.S. Form #5B and forward the report to the
course instructor. The course instructor will
enter the dates of Observer Field Training Duty
on the A.F.S. $#5 (Student Attesndance Form),
A.F.S. #4 (Course Enrollment - Final Report),

and the A.F.S. #6 (Certification of Completion

of the Primary Training Course}.

AUXILIARY FORCER KRFATIAN
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BASIC MANAGEMENT COURSE

DATE ISSUED DATE EFFECTIVE REVISICN NUMBER PAGE
02/01/90 | _01/01/90 90-1 1 of 7
REOUIREMENT * Auxiliary Police Officers, in order to -be

qualified to enroll in the Basic. Management
Course, must be nineteen (19) years of age,
have completed at least six (6) months of pa-
trol duty and have the approval of their Aux-
iliary Commander and Unit Coordinator to
participate in such training.

PURPOSE ' To train Auxiliarvy Police Officers in the
skills and techniques needed to function ef-
fectively as supervisors.

INSTRUCTOR 1. Weekly class attendance will be recorded
on an AFS # 5M (Class Attendance Record).
In addition, an AFS # 7 will be for-
warcded to the Training Officer.

2. Each student will sign in and out on an
AFS # 10. A copy will be sent to each
student's command.

3. Utilize the Instructor Lesson Plans

‘ 4. Upon completion of the course submit the
N : following forms to the Training Officer.

a. AFS # 5M - 2 copies
b. AFS # 6M (Final Exam Answer Sheet/BMC

. Certificate) - 1 per student
TRAINING 5. Make appropriate entries in Training
OFFICER Course Class Log

6. Retain one (1) copy of the AFS # 5M

7. Forward other copy of AFS # 5M and
AFS # 6M's to AFS Personnel Officer.

) PERSONNEL 8. File AFS # S5M and enter AFS # 6M's in
= 7 QFFICER ©  student's personnel folder.
ADDITIONAL No other courses are regquired for promotion
DATA to Lt., Capt., etc.
RELATED Promctions, proc. 3-11.
PROCEDURE

AUXILLIARY FORCES SECTION
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RECORDING OF IN-SERVICE TRAINING
FOR MEMBERS OF THE AUXILIARY POLICE

DATE ISSUED DATE EFFECTIVE REVISION MUMEBER PAGE

10/17/89 | 10/17/89 89-2 | 1 0f 1

To maintain a standardized record of in-service train-
ing attended by members of the Auxiliary Police.

In addition to completing the necessary captions on’
A.F.S. form #10 (Daily Roll Call), the procedure listed
below will be followed:

1. An in-service training folder will be kept
in each command. Whenever in-service training
is conducted, a memo will be prepared listing:
date, time of training, instructor, location,
topics discussed, and names of Auxiliary Police
members present. This memo will then be filed
in the in-service training folder.

2. An entry regarding each in-service training
session will be reccrded in the "REMARKS" cap-
tion of A.F.S. form #11 (Daily Time Record)
for each respective member. For example:

1/29/80 - Walkie Talkie Refresher - 2 hours

o : 11/11/89 - Annual Use of Force & Baton Training -
6 hours

The rear of the DailYTime Record will be used if necessary.

AUXILIARY FORCES SECTION
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ANNUAL USE OF FORCE AND BATON TRAINING

DATE [SSUED DATE EFFECTIVE REVISION NUMBER PAGE

10-17-89 | 10-17-89 } 89-2 | 1of1

PURPOSE

PROCEDURE

To review the use of force and baton techniques.
1. As mandated by the Municipal Police Training
Council every auxiliary member who performs
patrol duty MUST annually receive the follow~
ing courses: -
~ Use of Force (3 hours)

- Baton Techniques (3 hours)

Any  member who fails to attend BOTH training

- classes WILL NOT BE ASSIGNED TO PATROL DUTY.

thermore, that member WILIL. BE DROPPED BY THE STATE

FROM IT'S ROLLS.

2. Therefore upon receipt of his command's computer-
ized printout sheet, every auxiliary coordinater

will . record, the date that his members

trained and acknowledge receipt of the '"Use of
Force' handout by circling either a yes or no.
(This is in addition to procedure 9-5 of the Aux-

iliary Guide).

EXCLUDED are those new auxiliary members who have
completed their Self Defense Training within the

calendar year.

Coordinators will enter, in the date attended col-

umn of the printout, 1989 for those members.

3. Those members who do not attend BOTH training

sessions will be marked "Admin. Only" under
heading "Date Attended."

4. 2Auxiliary members AND precinct coordinators

initial, upon completion of training or adminis-
trative designation, the computerized printout.

5. Completed printout MUST be at Auxiliary Forces

Section by December 15.
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AUXILIARY PCLICE
COMMUNICATIONS SYSTEM

DATE 1S3UE2

DATZ EFFICTIVE REVISION NUMSER PAGE

1 0of 5

To

in

permit communication with Auxiliarv Police Officers
the field and a Precinct Base Station Dispatcher.

This system is separate from the reqular police

division frequencies.

1.

guidelines have been established for
of -the Auxiliary Police Communica-

"Base
advisable to have two (2)
rs assigned to the base station.

ion Radio MUST acccmpany a Base Station Dis-

STATION AS

S
member will continuouslv mon
police division radio ané irmed 1y notify the
Base Station Dispatcher of any ority messages
which must be re-broadcast over the Auxiliary
Police Communications Netwerk.

itor the regular
iate
pri

Example:

If a 10-30 (Robbery in Procress) is broadcast
over the division radio, the base station
assistant will immediately relay all necessary
information ({exact location, type of incident,
etc.) tc the Base Station Dispatcher who will
notify all field uni%s. The Base Dispatcher
11l state, "67 Auxiliary Base to all 67
Auxiliary Units. Be advised that there is a
10-30 - Robbery in Progress at Flatbush and
Church Avenues. Do nct go in the vicinity
cZ this area".

i &
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his member will.be responsible for making all
elephone notifications, agpropriate entries on
he Roll Call Supplement (A.F.S. 102), and
transmizting and receivinc all messages pertain-
ing to the Auxiliary unitk.

L]

AUXILIARY FORCES SECTION




AUXILIARY GUIDE . Pe0CEoUX Mo, 10-1

AUXILIARY POLICE
COMMUNICATIONS SYSTEM

FECTNE Ry 150N NUMEER PRE
| i i 2 o0f 5

Example:

When Auxiliary Police field officers request a
police unit to ressond to a location, the Base
Dispatcher will relay the message as follows:

- To the Division Radio Dispatcher if
IMMEDIATE assistance is needed.

= To S11 in other emergencies.

- To. the precinct switchbeoard in non-
emergence situations.

2. When only cne (1) Auxiliary Officer is assigned
to the Base Station, he shall perform the duties
cf Dispatcher and Base Station Assistant.

NOT

4

Base Station Operators should ensure that there are
no racios or music plaving in the vicinity of the
Base Staticn, since this will interfere with trans-
missions.

When one (1) Base Station handles two (2) or three
(3) precincts, the adjoining precincts utilizing the
same Base Station will sehd a Dispatcher to the Base
Station on a "as needs basis".

REQUIRED ENTRIES ON ROLL CALL SUPPLEMENT -~ A.F.S. #10A
AFTER ROLL CALL

The Base Station Dispatcher will sign in on page 1
and 2 and the Base Station Assistant wilil sign in on
page 1 of the Roll Call Suprlement. The following
infcrmation will be entered on page l: ranks, names,
assignments, team numbers (pairs of Auxiliary Police
QOfficers will be designated by team numbers), and
commandés of auxiliary personnel performing field duty.

DURING THE TOUR

A. If auxiliary teams are assigned to specific
incidents, reguest police assistance, or report
patrol conditions, the Base Station Dispatcher
shall make appropriate entries on page 2 of the
Roll Call Supclement.

AUXILIARY FARAEQ @EATIAM
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AUXILIARY POLICE
COMMUNICATIONS BYSTEM

OATE [SSUED DATE EFFECTIVE REVISICN NUMBER PAGE
3 of 5§

EXPLANATION OF CAPTIONS ON PAGE 2 OF ROLL CALL
SUPPLEMENT

Time Receivec - Refers to the time the Base Station
Dispatcher received the transmission or notification;
the time the Dispatcher signs in and out:; and the
time of certification of entries by Coordinator ar

< "Auxiliary Police supervisor. :

Time Sent - Refers to the time the Auxiliary team
is sent to an incident.

Member Sent -~ Refers to the Auxiliary team sent to
an incident.

Disposition - Refers to the final disposition of an
assignment. For example, resuming patrol, notified
the telephone switchboard, etc.

NOTE Auxiliary field ofificers may only give a final dis-
position for incidents dispatched from the Auxiliary
Base Station. Members using recular division radios
_ﬁ who come upon an incident to which a police unit is
being dispatched, are not permitted to give final
dispositions (for example, unfounded, condition
corrected, etc.). The police will respond and give
the Division Dispatcher the necessary disposition.

Time - Refers to the time of the final disposition.

B. When the Base Dispatcher is relieved, he/she
shall sign out and the relieving officer will
sign in on page 1 and 2 of the Roll Call
Supplement. When the Base Station Assistant
is relieved the same procedure will be followed,
but only on page 1.

(; C. The Precinct Coordinator, or in his absence, an
Auxiliary Police supervisor, will certify
entries by entering the time and his signaturs
on page 2 of the Roll Call Supplement.

AT TEE COMPLETION QF THE TOUZ

A. The Base Station Dispatcher will sign out on
page 1 and 2, and the Base Station Assistant
will sicgn out on page 1 of the Rell Call
Supplement.

AUXILIARY FORCES SECTION
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AUXILIARY PCLICE
COMMUNICATIONS SYSTEM

OATZ £FFECTIVE REVISION NUMEER PAGE
4 of 5

The Precinct Coordinateor, or in his absence, an
Auxiliary Police supervisor, will certify all
entries by drawing a line through thke next
available space on page 1 and 2 of the Roll

Call Supplement, and affix his initials thereto.

The Base Station Auxiliary Police supervisor and
Precinct Ccordinator will sicn page 1 of the
Roll Call Supplement.

RESPONSIBILITIES OF PATROL OFFICERS

A,

Pairs of Patrol Officers will be designated as
TEAMS, for example, 67 Precinct Auxiliary team

.81,

A fresh batterv will be ins
of the tour.

ot

alled at the startv

The pcrtable radio will be kept in its carrying
case.
Do NOT lezve-a portable racdid in an unattended

RMP.

ach member will safeguard his portable radio,
and keep i1t on his person az ALL times during
the tour.

The frecuency selector will remain in the
pogition designated for each command.

Members will not transmit unless the fregquency
is CLEAR.

Unauthorized transmissions and profanity are
PROEIBITED. Members will only use the radio
for QOFFICIAL BUSINESS.

Members must begin transmissions by identify-
ing themselves. For example, "67 Precinct,
Auxiliary team 1 to 67 Auxiliary base - K".
Use FULL precinct designaticns -109-69-9,
etc.

11 transmissions will go through the
Dispatcher. Field units will NOT transmit

to one another,

AUXILIARY FORCES SECTION
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AUXILIARY PQLICE
COMMUNICATIONS SYSTEM

DATE 1SSUED CATS ITTICTIVE HEVISION msz FEG

b s of s

K. ©Non-emergency notifications or assignments to
field members will be handled by giving units
a "10-1" to call the Base Station Dispatcher.

L. Non-emergency notifications to the Base Station
Dispatcher will be handled via a ‘telephone call.

M. Since other auxiliary commands use the Auxiliary
radio frequency, and other units may be trying
to reach their Dispatchers, messages MUST be
short ané to the point. ‘L

N. The use of radio code signals helps to make
individual transmissions brief, thereby freeing
the radio for others. t is recommended that
Auxiliary personnel use code signals, if
possible.

0. Messages shall NOT be transmitted within 150
feet of any location where blasting operations
mayv take place. Blasting caps may be detonated
by an electronic signal. 1In addition, the
racio shall be turned off and not used in the
vicinity of a suspected explosive device.

P. Members will not attempt any repair to the
portable radio. 1If the radio is inoperative,
the Precinct Coordinator must be notified.

NOTE Undercround Transit Patrol will.only be done when
a transit portable radio is provided along with a
division or Auxiliary Police radio. (Example:

2 man patrol, 1 transit radio and 1 Auxiliary )
Police or 1 division radio)

3. A sufficient number of gualified Auxiliary
personnel shall be designated Base Station
Dispatchers and Assistants. The Precinct
Cooréinators will emphasize the importance
of monitoring the police division freguency,
and train each member in the proper use of
the radio.

4. Acherence to the above guidelines will afford
all members the capability for continuous
radio communication, and help insure their
safety while performing patrol duty.

AUXILIARY FORCES SECTION




AUXNILIARY GUIDE

peoCzoves Mo, 10-2

PORTABLE RADICS -
ISSUANCE AND ACCOUNTABILITY

[L3
o

CATE EFFECITIVE REVISION NUMBER

| | |

i32eid

PACE
1l of 2

PURPOSE

PROCEDURE

To standardize the maintenance, safeguarding and
recording ©f radio assignments.

1. ALL Auxiliaryv Police units which have been issued
portable radios shall maintain a "Radio Assign-
ment Log" (PD 647-141), "Radio Identification
Record" (misc. 249) and "Defective Radios" form
25Q0) . )

{misc.

The RALTO ASSIGNMENT LOG shall be maintained as
follows:

A. An Auxiliary Police supervisor shall be

designated to issue portable radios. The
supervisor's name shall be entered in caption
"Issuing member". .

The date shall be enterad.

ONE page shall be used for each dav portable
radios. are issued.

ALL RADIOS assigned to the Auxiliary Police
unit shall be entered in caption "Radio No."
(radio number).

The member to whem the radio is issued shall
complete the following captions:

1. "Rank"
2. "Signature"
3. "Post"

4. "Case" (indicate "yes" if issued case;
"no" if not issued case.)

¥xj

The Auxiliary Police supervisor issuing radios
shall indicate time and his/her initials.

At the end of the tour, the Auxiliary Police
supervisor to whom the radio is returned shall
indicate the time and his/her initials.

The "Remarks" caption shall include radios not
assigned to field personnel. For example:

1. At Command - operational

2. ALt Command - defective

3. At Radio Repair Shop for repair

4. Listed on complaint report (lost/stolen)
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PORTABLE RADIOS -
ISSUANCE AND ACCOUNTABILITY

DATE ISSuil CATE ZFFECTINE REvLSICN NUMSER PAGE

l ! i 2 of 2

I. The designated Auxiliary Police supervisor will
be assigned to complete "Recapitulation®

section on the bottom of the RADIO ASSIGNMENT
LOG. ' ; '

The PRECINCT COORDINATOR shall verify all
entries to ensure completsness and accuracy,
and enter his/her signature in caption
"Signaturs of Staticn House Officer".

Cy

3. The RADIO IDENTIFICATICN RECORD shall be stapled
to the insice cover of the RADIO ASSIGNMENT LOG.
All radios assigned to the Auxiliary Police unit
shall be listed. The Precinct Coordinator shall
make an appropriate entry in the "REMARKS"
column when a radio is permanently removed from
the Auxiliary Police unit's inventory (lost,
stolen, condemned, ete).

4. DEFECTIVE RADIOS -~ repcxrt shall be stapled to
the rear cover of the RADIO ASSIGNMENT LOG. The
Precinct Coordinator shzll make appropriate
entries when it is removed to the Radio Repailr
Shop for repair and returned to the command.

The Precinct Coordinator will enter his/her
.Signature in caption "Signature of Station House
£ficer”.

5. Radio Assignment Logs, Radio Identification
Records and Defective Radio forms shall be kept
at all Auxiliary Police units which have been
issued portable radios.
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TRANSMISSION OF BASEZ STATION RADIO CALL LETTERS

DATE [SSUED

OATE SRFZC
CATE £FFEC

Ve REVISICON NUMEER PAGS

PURPOSE

PROCEDURE

In accordance with Federal Communication Commission
Regulations, ALL Auxiliary Police Base Stations in
operation must transmit their des;gnatcd call
letters every half (%) hour.

1. On the hour and half hour, the Base Station
Dispatcher will transmit: the time, the
precinct designation and the Base Station call
letters.

A. fime is 2000 hours, 109 Precinct
Auxiliary Pclice Base Station (call
lettars KNAG 636)

B. Time is 2030 hours, 109 Precinct
Auxiliary Pclice Base Station (czall
lettzsrs KNAG 636)

2. Precinct Coordinators concerned will insure
that instructions relative to the above and
the designated call letters for the Base
Station ars clearly posted at the Base St tation
console.
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PURPOSE

NOTE

PROCZDURE

To permit the prompt reperting and repair of defective
eguipment.

The maintenance and repair of Auxiliarv Police portable
radios, chargers and base stations is. the responsibility
of the Precinct Auxiliary Police Coordinator.

REPAIR OF BASE STATION

In the event of a malfuncticn in the operation of the
Sase Station, the Precinct Coordéinator will make an
immediate notification to the Racdio Repair Shop.
Notification will include:

Tvepe of defect (specify exact problem, for
example, unable to transmit cr receive);

fu

t. If problem affects only a certain geographical
area of the precinct; :

c. Exact location of the Base Station.

REPAIR OF PORTABLE RADIOS

Defective portable radios will be delivered to the
Radio Repair Shop for repair by Auxiliary Precinct
Cooréinater.
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