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AGENDA
CITY OF HARRISONVILLE
PUBLIC SAFETY COMMITTEE
REGULAR MEETING
CITY HALL
OCTOBER 18, 2018
6:00 PM

1. Attendance

A Present
2. Approve Minutes
3. Agenda Items
4. General Discussion

A VIPS Review
5. Adjournment

This meeting will be open to the public.

Posted on City Hall Bulletin Board this 10th day of October, 2018

Randall K. Jones, City Clerk
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STAFF REPORT
TO: Public Safety Committee
FROM: Happy Welch, City Administrator

DATE: October 10, 2018
SUBJECT: VIPS Review

Type of Item: Approval

| am bringing to the Public Safety Committee the latest revisions to the VIPS manual with
recommendations from committee members.

I have also included a checklist of duties performed by the VIPS. This list can be used to
determine which duties the committee recommends the VIPS continue to perform.

Action Item (1D # 3034)
VIPS Review

Attachments:

VIPS - Volunteer Manual (2016) 1rvs 5-26-18hw10-10-18hw (PDF)
Service Duties (PDF)

VIPS Volunteer Application 2016rvs 5-26-18hw9-30-18hw (PDF)
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HARRISONVILLE
POLICE DEPARTMENT

VOLUNTEER POLICY
MANUAL

VIPS.

Volunteers m\ Police Service

/
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INTRODUCTION

Redrafted XX/XX/XXxX
Adopted by Board of Aldermen Xx/Xx/XxXXx

MISSION: COMMUNITY COMMITMENT

The primary mission of the Harrisonville Police Department is to coordinate and lead the
efforts within the community to preserve the public peace, protect the rights of persons
and property, prevent crime, and generally provide assistance to citizens in urgent
situations.

The department is responsible for the enforcement of all federal laws, Missouri state
laws, and city ordinances within the boundaries of the City of Harrisonville. The
department must enforce the laws in a fair and impartial manner, recognizing both
statutory and judicial limitations of police authority and the constitutional rights of all
persons.

It is not the role of the department to legislate, render legal judgment, or punish. The
department serves the people of Harrisonville by providing law enforcement service in a
professional and courteous manner and it is to these people that the department is
ultimately responsible.

The Harrisonville VVolunteers in Police Service program was established to promote
effective use of the many citizens of Harrisonville who wish to donate their time and
talents to further the goals of the Department.

VALUES STATEMENT

Individual members of the Harrisonville Police Department are valued for their unique
contributions. The department is strengthened through creativity and participation of each
of its members.

The Harrisonville Police Department is committed to close and constant contact with our
community members to help maintain the quality of life enjoyed and expected. The
Harrisonville Police Department is committed to furthering democratic values. Every
action of the department reflects the importance of protecting constitutional rights and
ensuring basic personal freedoms of all citizens.

Honesty and integrity are essential qualities of all members of the Harrisonville Police
Department. These qualities foster an environment where members are supportive of each
other and a “family-like” trust exists. The Harrisonville Police Department is committed

[
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to maintaining our high level of professionalism.

The Harrisonville Police Department is committed to a problem-solving partnership with
the community as the means to maintaining public peace and order.

WHAT IS VOLUNTEERS IN POLICE SERVICE (VIPS)?

The Volunteers in Police Service program is an effort developed by the U. S. Department
of Justice in partnership with the International Association of Chiefs of Police. This
program was created to support President Bush’s USA Freedom Corps initiative. It is
one of three Citizen Corps programs administered by the U. S. Department of Justice.

The VIPS program is designed to address the increasing demands on state and local law
enforcement agencies in the aftermath of the terrorist attacks of September 11. At a time
when law enforcement’s limited resources are being stretched even further, some
agencies are turning to civilian volunteers to enable police officers to be on the front lines
working to make communities safer. VIPS is a locally driven program that allows
community members to offer their time and talents to their local law enforcement agency.

4.A.a

HARRISONVILLE VOLUNTEERS IN POLICE SERVICE: - ( Formatted: Heading 6

MISSION

The Harrisonville Police Department is an organization committed to a partnership with
the Harrisonville Community and whose goal is to reduce crime and increase education
in crime prevention. The Harrisonville Police Department's volunteer program provides
needed support to the HPD sworn and civilian personnel to allow HPD to deliver
effective law enforcement services to the community.

The Harrisonville Police Department's volunteers and police personnel work in valued
partnership utilizing vast resources, ideas and skills providing the highest quality law
enforcement services, creating an exceptional quality of life for the citizens of
Harrisonville and its visitors.

As a volunteer with the HPD, there are vast opportunities for service. We work with each
volunteer to help find the right fit regarding time commitment, special qualifications and
individual volunteer goals.

THE PURPOSE OF THE VIPS PROGRAM «( Formatted: Heading 6

The Harrisonville Police Department hopes to successfully address two core components
of community policing, Community Partnership and Problem-Solving, through
development of a program of trained citizens actively assisting officers. The
Harrisonville Police Department believes that the VIPS program can be successfully
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implemented in its community. This is not a sworn officer reserve or auxiliary
program. It is a unique partnership with citizens who are willing to volunteer their
time in assistance of officers.

There are at least three tangible results that can be expected from the development of our
VIPS program.

o Citizen volunteers, who after trained, can relieve officers of routine tasks, both
clerical and professional, in addition, allow officers to focus resources on more
urgent law enforcement and community needs. This will free staff’s time and
increase work productivity and allows them to focus on where their skills can be
best utilized.

o A stronger bridge of understanding and communication with the community and
community leaders. VIPS provides a comfortable, non-threatening resource to the
community — providing direct assistance to citizens who often feel their need or
questions are too trivial thus they’re reluctant to contact the Police Department.
VIPS becomes a powerful and respected voice in the community.

o Harrisonville Police Officers benefit from the diversity of working closely with
citizens, and will turn to them as a community and personal resource.

Volunteers are not new to police work or the criminal justice system. Harrisonville
citizens have a long history of donating time and talent in order to extend the resources or
increase the services of Harrisonville Police Department departments. Without their
help, many valuable tasks would not be accomplished. The Harrisonville VIPS program
was established to more effectively utilize this community support. The program not
only ensures volunteers will have the best opportunity to work where they and the
department benefit most, but to increase opportunities for citizens to help shape the
organizational culture to reflect the community.

Citizens volunteering to work in the Department gain an opportunity to learn about police
functions and contribute part of themselves to the organization, which serves the
Harrisonville community. The result is growth in citizen understanding and support of
the Harrisonville Police Department as well as greater understanding and appreciation of
citizens by police personnel.

The VIPS program also brings many indirect benefits to the department, both internal and
external. The department culture benefits from exposure to the talents and insight of the
citizens who volunteer and relationship between the community and department grow.
For example:

(82}
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o Volunteers may bring specialized skills, experience, and consulting abilities
that would otherwise not be available in the budget.

o Working with volunteers provides opportunities for employees to see the
community and police work from a non-police, citizen’s perspective.

o__Volunteers in the workplace provide opportunities for interaction between the
public and the private sector and for sharing of experience.

4.A.a

© < [Formatted: Indent: Left: 0.5", No bullets or numb:
o__Volunteers gain understanding and appreciation of police processes and
constraints.
< [Formatted: No bullets or numbering
-
See attachment A for non-comprehensive listing of the duties performed by VIPS.
VIPS are not sworn police officers and, therefore, will not interfere with a crime in ( Formatted: Font: Bold
progress and are only to observe and report. VIPS are to report to dispatch any
situation that appears suspect but is directed to stay clear and watch. The VIPS helps the
police department have additional eyes and ears looking for problems. VIPS will at NO
time possess a weapon even if they have a concealed carry (CCW) permit.
PROGRAM OPERATIONS < Formatted: Heading 6

VIPS APPLICATION PROCESS < [Formatted: Heading 7

The volunteer commitment for the Harrisonville VIPS program is a minimum of one-year
of service, and 8 hours per month. All applicants for the Harrisonville VIPS program
must be at least 18 years of age_and be a resident of Harrisonville. In addition, each must
complete a minimum of 12 hours of ride along time with Harrisonville police officers
after application of membership. All applicants must complete a Volunteer Application,
personal interview, and pass a[background investigation. Upon receipt of the completed

forms, the Volunteer Coordinator assesses the information, initiates the background
investigation process, and, if everything checks out satisfactory, sets up an initial
screening interview with the applicant.

Interviewing Applicants: <

The Volunteer Coordinator is the first point of contact for all VIPS program applicants.
An initial screening meeting will be held with the following objectives in mind:

o Provide a clear explanation of the department’s interest in working with VIPS

Commented [HW1]: A request has been made to lesse
requirement of the background check and not include an FI
background check. An employee type background check v

be performed.
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o Encourage applicants to explain why they want to volunteer, what they hope
to gain from the experience, and specific skills they would like to use

o Match the applicant to the best available slots, taking into account his/her skills,
interests, time available to work and personality

o Describe potential positions to the applicant clearly, including tasks involved,
time required, and purpose of the position

o Answer applicant questions about volunteer work in general, the municipal
government environment, the Police Department, and the specific job openings

During this first meeting, discussion with the applicant establishes the scope of his/her
interests and the best match of skills to requirements.

Screening Applicants: <«

In addition to these meetings, the applicant’s background is investigated using the same
process and criteria used for any other applicant for a position at the Harrisonville Police
Department. This process may include fingerprinting, a review of the applicant’s
criminal history, a clearance for current warrants, and driving record checks and can be
reviewed annually. Personal references and the previous employers listed by the applicant
may be contacted to determine the applicant’s suitability to become a member of the
Harrisonville VIPS program. The results of the interviews and background investigation
are then presented to the Chief of Police or his designee, prior to the final decision to
extend an offer to the applicant.

It is important to remember that not all applicants will pass background checks.
Interviewing for a volunteer position is no different from interviewing for any other
police position. The potential volunteer can and will be turned down if the applicant
does not meet basic requirements. If an individual is interested in volunteering, but
does not fit any of the available openings, the application and resume may be kept
for future use or the person may be referred to another department with an
appropriate opening.

Volunteer applicants who do not satisfactorily meet all requirements and qualifications
for a position will receive a letter from the Chief of Police informing them of such and
thanking them for their interest in the Harrisonville Volunteers in Police Service
program. It will be at the discretion of the Chief of Police to reveal information to a
denied applicant.

~I1
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Supervision and Coordination of Volunteers:

Volunteers do not work in a vacuum. Volunteer efforts may fail to meet their objectives
and become perceived as a waste of time. VVolunteers need careful guidance if they are to

be integrated into the department.  The Volunteer Coordinator, who will maintain
contact with, and ultimately is responsible for the volunteer’s duties, provides
coordination and supervision

Unique Skills:

Occasionally a volunteer will come along who has a unique set of skills or unusual

potential in an area where no existing job description exists. In these cases, members of

the department staff are consulted to determine if a new position or project should be

created. A specific job or assignment may be created for an individual who no one ever
thought of possible to recruit. 1t may be better for both the volunteer and the department

to add a new position, than to waste unique talents in an unchallenging job.

POLICIES AND PROCEDURES

Orientation:

Orientation of new volunteers is conducted by the VVolunteer Coordinator to provide them
with general information about the department, city government, and working here as a

volunteer. Specific orientation issues include:

o

The scope of volunteer work in the department, including how many volunteers
have been working for how long in various areas

Information about special volunteer activities (such as luncheons), department
publications and personnel policies

Basic work rules which apply to volunteers, such as appropriate dress, work
breaks, and general conduct in a local government organization

Record keeping requirements for volunteers including time sheets, reports, and
special forms

Specific training that will be provided for the position

Participation in additional training and skill enhancement, as recommended or
required

4.A.a
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o Explanation of the training period, following the approval of the applicant to
be certified to perform a specific duty for the department.

o A tour of the facility

The volunteer’s photograph will be taken when an identification badge is issued.
Volunteers are expected to conspicuously wear the ID badge whenever on the police

premlses to ensure recognltlon as authorized personnel Velw%ee#srmay—b&rssued—a—key

sehedu#eef—the#elanteer—No volunteer will be allowed Open access to the pollce

department. They must be escorted by a police officer at all times when in the building.
Keys to the volunteer patrol vehicle and handheld two-way radio will be left in a lock box

4.A.a

In the lobby of the police dept, VIPS safety vests and other equipment will be ir-the  Formatted: Highlight
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worked out with the patrol supervisor. The Volunteer Coordinator will continue to keep ( Formatted: Not Strikethrough, Highlight
in touch with the volunteer to keep the program running smoothly. ( Formatted: Highiight
Training: - [Formatted: Heading 7

After a candidate has been approved into the Harrisonville VVIPS program they begin a
period during which time they must complete and be evaluated in two individual stages:

o A mandatory 12 hours of ride along with a Patrol Officer and/or Supervisor

o Required training and/or classroom training for the assigned duties of the
volunteer. Tests may be given.

Training classes will depend on assigned duties. Some different examples of required
training classes for candidates are:

o Safe Driving Video
o Home/Vacation Watch Procedures
o CPR (infant, child, and adult)

o Advanced First Aid

[{g]
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o Traffic Control

o Communications:
o Use of radios — police department and city
¢ Basic knowledge of radio codes

o Records policies and procedures
o Assist in recovering property (non-criminal)
o Gang ldentification

All candidates will be expected to review the VIPS Manual and have knowledge of the
following:

o Guidelines of Conduct
o Policies and Procedures
o Harrisonville Volunteers in Police Service Mission and Purpose

o Confidentiality

o Chain of Command

The Volunteer Coordinator and supervisor of the volunteer’s assigned work unit are
responsible for training. He/she may delegate this task to employees or experienced
volunteers already working in the unit. The Volunteer Coordinator will monitor the
training process to ensure the new volunteer develops the skills necessary for the
assignment. The goal of the training is to ensure the volunteer can perform his/her
assigned duties without constant supervision and with some autonomy.

Nepotism:

1C
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The City of Harrisonville restricts employment of family members to the 2™ degree of [Formatted: Superscript

relation, meaning a family member of the employee such as parents, siblings, children,
aunts, uncles, and half-siblings are not allowed to be employed in the same department.

This restriction is waived for married couples wishing to volunteer their time to the VIPS
program. However, if it any point there is a conflict with the Volunteer Coordinator or a
supervising police officer, both individuals will be released.

Building Rules and Dress Code: < { Formatted: Heading 7

11
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There is no smoking anywhere in the-buidingany city building. Smoking is
permitted only in designated areas outside. The dress code is simple: Volunteers

shall wear assigned uniform.

4.A.a

Chain of Command: « ( Formatted: Heading 7

As a para-military organization, the Harrisonville Police Department requires that all
volunteers recognize and utilize the proper chain of command department wide. Chain of
command is the process in which our organization establishes power within its ranks.

The Harrisonville Police Department’s structure is organized under the following:

Chief of Police
J
Lieutenant
J
Sergeant
J
Volunteer Coordinator

\

Volunteers in Police Service

Each volunteer shall have the commensurate authority to carry out a given task and

accordingly will be held accountable for each task. Individuals including members of the ( Formatted: Highlight
Board of Aldermen who have oversight of the police department are not allowed to be [Formatted: Highlight
VIPS volunteers. [Formatted: Highlight
VOLUNTEER INFORMATION < ( Formatted: Heading 6
Role as a Volunteer: « [Formatted: Heading 7

The role of a volunteer is to assist, not replace, the activities and functions of the paid
police staff as they provide police services to the citizens of Harrisonville. By offering
your skills, knowledge, new ideas and experiences, you will help Harrisonville maintain
the current level of service and possibly expand into new areas. You will be asked to

evaluate the Volunteer Program and make suggestions so the program can continue to be
a viable method of meeting community needs.
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Your enthusiasm for the program will encourage other citizens to volunteer their
time and bring their expertise to the program. The Police Department hopes that
through volunteer efforts, the community will feel the department better reflects the

needs and interests of the people it serves.

You may report to and take direction from a department employee who is assigned that
responsibility. This may or may not be a supervisor in any other capacity. In any case,
he or she receives direction in a chain of command that reaches to the Chief of Police in
the department. It is a basic tenet of police organizational culture that all employees
adhere to that chain of command when performing or communicating about any
activity of the department. In addition to receiving guidance and direction from your
supervisor, you will be accountable to the Volunteer Coordinator, who has administrative
responsibility for the program and all volunteers.

Using Volunteers in a Unit:

An officer assigned by the Chief of Police is responsible for developing and refining
volunteer job descriptions within his or her work unit. Once job descriptions are set, they
will not be changed without mutual agreement between the volunteer and the supervisor.
All volunteers are asked to volunteer a minimum of eight (8) hours per month.
Special considerations may be made on an individual basis. The Harrisonville Police
Department recognizes the extreme importance of volunteers who enjoy volunteering and
participating in fun, exciting and meaningful work._Volunteers are pet restricted to
Harrisonville residents and-may-come-from-anywhere in-Cass-County.

Guidance for Volunteers and Supervisors:

The purpose of the VIPS program (creating a community partnership with citizens who
volunteer their time assisting officers) is best carried out when all persons involved know
what is expected of them and what they can expect from the program and each other.

The following guidelines promote this:

o

Although position specific job descriptions are provided, the volunteer and the
supervisor may negotiate other duties, if documented.

A variety of options for involvement will be offered to volunteers as their

experience and capabilities warrant.

Volunteers are given assurance that any special skills they possess will be

considered in their placement.

Volunteers have the right to be involved in decisions and policy making which

affects them.

4.A.a
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o Benefits such as space in which to work, and expenses will be provided
when possible.

o The VIPS coordinator or designee will host a monthly meeting. Attendance is
will be taken and a synopsis of the meeting will be written

and forwarded to the Board of Aldermen. All volunteers should attend at least one
quarterly meeting. The purpose of these meetings is to get acquainted with new
volunteers, to be notified of any program changes and an opportunity for
volunteers to voice any comments, questions or concerns that they may have.
Volunteers are encouraged to meet with the Volunteer Coordinator at any time
before any meeting if the need arises. Be sure to call in advance and make an
appointment._Meetings will be conducted at City Hall, 300 E. Pearl St.,
Harrisonville, MO.

4.A.a

Volunteer Duties: « ( Formatted: Heading 7

The work assigned to a volunteer is important to the smooth functioning of the
department. It is required of each volunteer that he/she gives adequate notice of 24 hours
unless in the event of an emergency to the supervisor if he/she cannot come to work on a
scheduled day. Consistent failure to show up for work may be construed as a lack of
interest in the job or a lack of responsibility and may result in termination of the
volunteer.

The volunteer’s assignment should consist of enough tasks to make it interesting and
challenging. If a volunteer finds a lack of challenge, he or she should talk to the
supervisor to rectify the situation. One aspect of the volunteer program is to involve
citizens in meaningful work within the department. The job design should be a joint
effort to make that happen.

Volunteers may take tax deductions for out of pocket expenses incurred while doing
volunteer work for the police department. Deductions must be documented. Talk to your
tax advisor for details. The City of Harrisonville, the Police Department, or the VIPS
Program will not track or provide any tax documents.

Volunteers and department personnel supervising volunteers are required to read the
manual in its entirety in order to get a complete picture of the program and how each
position relates to the others. Questions or concerns should be directed to the VVolunteer
Coordinator. As the VIPS program matures, the manual will occasionally need revision.
Volunteers must be familiar with the contents of this manual and any revisions.

Terminations: « [Formatted: Heading 7

It is important to recognize that even unpaid workers can be disciplined if they are not
meeting expectations or are causing problems in the organization. Police work is serious

14
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business. One less-than-satisfactory volunteer can jeopardize the entire program if

not corrected or removed from the program. Volunteers can be terminated if they

cannot handle the work assignments or if the work relationship is not satisfactory for the
supervisor/Volunteer Coordinator, paid staff working with the volunteer, or the volunteer.

For example, if there are conflicts between a volunteer and paid staff, the
supervisor/Volunteer Coordinator should take steps to correct the problem. If a volunteer
has received specific feedback from the supervisor, but the problem is not eliminated, and

nore

asonable options for re-assignment exist, the volunteer will be terminated.

Leaves of Absence and Resignation:

Volu

nteers may also leave their positions by means of a mutual agreement termination or

a leave of absence. For any termination or leave of absence, the volunteer must surrender

the I.

D. badge and any keys given him/her to access the police facility. Also, any shirts,

uniforms or equipment that has been issued to the volunteer must be turned in by

their

last day of service. Failure to do so will result in Criminal Prosecution for

theft. The Volunteer Coordinator will remind the terminating volunteer of the

confi

dentiality agreement and of the consequences of violating that agreement.

VOLUNTEER/SUPERVISOR/COORDINATOR AGREEMENT

Supervisors agree to:

(VIPS Initials)

O

Provide friendly and welcoming atmosphere with sufficient training
reasonably tailored to the needs of the volunteer.

Ensure the volunteer is fully aware of who their supervisor is and provide
them with clear instructions and on-going, honest supervision.

Show appreciation to and acknowledge the volunteer’s accomplishments.

Treat VIPS as professional assistants and aid them to feel they are a part of
the team.

Accept one-on-one feedback and suggestions from the volunteer when
appropriate. Give volunteer one-on-one feedback on their progress.

4.A.a
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o Include the volunteer in as many staff activities as possible.

VIPS agree to:
(VIPS Initials)

(e]

Consider volunteering a serious commitment.

Perform assigned tasks to the best of their ability.

Comply with the rules of conduct and with all orders and directives, either

oral or written, which may be issued by the Harrisonville Police Department.

Maintain strict confidentiality in regard to all issues pertaining to the

Department.

Offer feedback and suggestions to paid staff.

Attend all training and team meetings. Members will contact their

supervisor if unable to attend a scheduled meeting and will be allowed up to 3

excused absences a year. Excessive absences or more than two unexcused
absences may result in removal from the program. Failure to contact your
supervisor constitutes an unexcused absence.

Be on time for work and follow through on any commitments made

(scheduling conflicts should be made known to the staff as soon as possible so

appropriate changes can be made).

Strive to help the Department obtain its goals and objectives.

Volunteer Coordinator agrees to:

(VIPS Initials)

o Provide friendly and welcoming atmosphere with sufficient training
reasonably tailored to the needs of the volunteer.

o Ensure the volunteer is fully aware of who their supervisor is.

o Show appreciation to and acknowledge the volunteer’s
accomplishments.

©
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o Treat VIPS as professional assistants and aid them to feel they are
a part of the team.

o Accept one-on-one feedback and suggestions from the volunteer when
appropriate. Give volunteer one-on-one feedback on their progress.

o To give volunteer sufficient information, orientation, and training on
program operations.

o Be honest and fair with all volunteers.

o Have an “open door” policy so that the volunteer can express any
concern or problem.

VIPS GUIDELINES OF CONDUCT

VIPS Initials

O

Identification badges must be worn at all times while the volunteer
performs their assigned tasks. The identification badge is not to be worn or used
outside the department unless on an assignment. The misuse of the identification
badge is cause for dismissal. If a volunteer is dismissed from or resigns from the
program, the identification badge must be returned to the Department.

At all times recognize that the VIPS serves as a volunteer support to the
Harrisonville Police Department and does not assume any legal authority beyond
those granted to any citizen. The volunteer understands they are not serving as a
sworn police officer and do not have the authority to make an arrest. The
volunteer must not make any representation that the VIPS is a police officer
or has been granted any special authorities. They must refrain from using
their position as a VIPS to attempt to influence anyone in any manner.

Be dependable by performing your duties promptly and reliably. Advise
your supervisor as soon as possible if you will be absent or late.

VIPS Initials

(¢]

VIPS are expected to conduct themselves in a professional manner at all
times. They must be tactful, control their temper and exercise patience. VIPS
shall not use insolent language or express any prejudice or use language
demeaning to the public or fellow workers concerning race, sex, religion, politics,
national origin, lifestyle or similar personal characteristics while on duty or in the

4.A.a
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performance of their duties. In many cases you are the public’s first impression
of the Harrisonville Police Department. When you are acting in the capacity of a
VIPS you represent the Harrisonville Police Department. You must maintain a
courteous and professional attitude and appearance at all times.

VIPS must notify the Volunteer Coordinator of any arrest or citation for
any traffic, misdemeanor or felony charge.

Volunteer must notify the Volunteer Coordinator upon terminating their
involvement with the program and participate in an exit interview/evaluation.
Any identification, shirts, keys, or equipment issued to the volunteer will be
relinquished to the Volunteer Coordinator at the time of the voluntary or
involuntary termination.

VIPS shall not address a public gathering, talk on radio, TV or to any
newspapers about any matters pertaining to the City of Harrisonville or
Harrisonville Police Department, in either an official or unofficial capacity unless
authorized to do so by the Chief of Police.

Be helpful to the public and the police department’s paid staff by
maintaining a smooth working relationship.

Learn staff functions and refer the public to the appropriate individual if
necessary.

Each volunteer is responsible for reporting hours to the Volunteer
Coordinator. Timesheets must be filled out daily and submitted at the end of each
month.

Inform your supervisor/Volunteer Coordinator when your time or
knowledge may be insufficient to perform the task, as well as voicing concerns,
observations, and suggestions.

Be cooperative, by accepting instructions, guidance, and suggestions from
staff.

Use only the space, equipment, and materials authorized during your
assignment and maintain their good working condition.

1€
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The following behavior may result in Termination: « [Formatted: Heading 7

VIPS Initials

o Disruptive behavior (competing with other staff; poor attitude; flirting;
repetitive arguments; etc.)

o Releasing confidential information — This can also subject you to
criminal prosecution.

o Sexual harassment, inappropriate touching, sexual or ethnic jokes, etc. —
This can also subject you to criminal prosecution.

o Using volunteer status or identification to solicit free goods, services, or to
exert any kind of police authority. Falsely identifying yourself as a police officer
for any reason. This can also subject you to criminal prosecution.

o Dishonesty, lying, cheating, stealing, etc. - This can also subject you to
criminal prosecution.

o Continuous non-excused absences.
o— Insubordination/Disobeying a direct order.
o < Formatted: Bulleted + Level: 1 + Aligned at: 0.25"
o Diso bey i Rg-a direct-order after: 0.5" + Indent at: 0.5"
o Falsification of any information during application process.
o Conviction of a crime, other than minor traffic offenses, while a part of the
VIPS program.
o Consumption of intoxicating beverages while on duty or prior to

responding to duty, or use of any illegal controlled substance, narcotics or

hallucinogen.

DISCIPLINE - ( Formatted: Heading 6
1¢
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VIPS Initials

o

1. In the event the Harrisonville Police Department receives a complaint
from a citizen or other member of the Department about the conduct of a VIPS
member, an investigation may be conducted under the direction of the Chief of

Police or his designee.

2. Members violating their oath and/or trust by committing an offense
punishable under the laws or statutes of the United States, the State of Missouri,
the ordinances of the City of Harrisonville, provisions of the VIPS manual, or
who disobeys or fails to execute any lawful order, or who are incompetent and/or
negligent in performing their duties are subject to counseling or disciplinary

action.

3. The Harrisonville Police Department may take the following corrective

measures in any order:

o A. Oral counseling/Letter of Understanding/Counseling.

<

<

1. Oral counseling and Letters of Understanding/Counseling are not <

to be considered as disciplinary actions. They are used when the
problem is a lack of understanding of the policies, regulations,
procedures and requirements of the position, rather than intentional
or unintentional disregard thereof. Letters of
Understanding/Counseling are written documentation that the
nature of the problem has been discussed with the member and by
the member’s signature the member is indicating his/her receipt of
counseling regarding the problem.

o B. Written reprimand.

1. A written reprimand is used for minor offenses arising from the
intentional disregard of policies, regulations, procedures, or
requirements of the position. A written reprimand may also
include a warning that if the problem persists, removal from the

program may result.

o) C. Removal.

<

<

<

<

1. VIPS members are “At Will” volunteers and can be removed from <

the program at the sole discretion of the Chief of Police or his

designee.

2C
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VIPS Initials

o 4. Disciplinary actions shall be documented and permanently retained in
the member’s file.

o 5. The volunteer understands that they do not have the right to continue
their status or utilize appeal rights as a volunteer if terminated. The volunteer also
understands that they are not an employee of the City of Harrisonville or any
department thereof and not eligible for any remuneration or benefits of any kind
or nature.

CONFIDENTIALITY

The nature of the work of the police department requires a strict rule of
confidentiality for all volunteers. No information gained as a result of your
volunteering with the Harrisonville Police Department may be divulged to anyone
outside the department. Failure to comply with this rule may result in termination
and possible CRIMINAL PROSECUTION.

In addition, | agree to release the City of Harrisonville, Missouri, its departments,
and employees from accountability for any accident, injury, or other liability
incurred or suffered by me while carrying out the duties of a volunteer in police
service.

The undersigned agrees to the work relationship and all guidelines of conduct,
procedures, and duties as described previously in the VIPS Manual on

(Date):

Volunteer:

Volunteer Coordinator:

EVALUATION OF THE PROGRAM

The Volunteer Coordinator may evaluate individual volunteers and continuously
evaluates the program’s responsiveness to the needs of everyone involved to include:
paid staff working with the VIPS, the volunteer, the department and citizens. The
Volunteer Coordinator obtains input from the department employees, the volunteer and
the community when assessing the value of a volunteer’s work in a position. Three

21
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points are considered when evaluating the volunteer program’s goal of providing
effective services at lower cost or better service without additional expense.

o What effect are volunteers having on service costs?

o What effect is assistance from volunteers having on paid staff — is the volunteer
easing the burdens of regular employees?

o Are desirable extra services occurring? Is the work performed of value to the
community?

Consideration is also given to meeting the goal of involving citizens in the department.
o Does the volunteer feel his/her effort is achieving a worthwhile goal?
o Are contributions from the volunteer appropriately recognized?

o Are opportunities to incorporate volunteer talents into the work taken advantage
of?

o Is the volunteer responsive to citizens?

The Board of Aldermen require a quarterly report of the VIPS program detailing the “«
types of activities they were involved with and man hours accumulated. The report Formatted: No Spacing

[Formatted: Font: 12 pt
should also include the amount of residents assisted, other departments helped, and any ) [Formatted: Font: 12 pt

other factual information about the duties that benefited the community. Formatted: Font: 12 pt

Formatted: Font: 12 pt

A

Recognition:

A volunteer’s compensation is job satisfaction. Volunteers have the option of being re-
assigned within the department if he/she is unhappy with their present assignment.

Volunteers, hkea{wether—empleye& need to be recognized for thelr contrlbutlons to the
department. i o

saﬂsfaeﬂen#elan%ee#&muspb&remwdedrmethepway%Volunteers mayarebe motlvated

by work ethic, performance rewards or by personal rewards.

Performance rewards that focus on how well they did the job include:

o Expanding the volunteer’s area of responsibility based on proven performance.

o Asking experienced volunteers to orient and train new volunteers in a specific
task.

e
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o Providing expanded training opportunities for the volunteer based on
demonstrated skills, aptitude, and likelihood of continued service.

Celebrating successful completion of an important project or report.

Providing tangible awards, such as recognition pins or certificates, which mention
specific accomplishments or cite years of service.

Mentioning specific volunteer contributions or accomplishments in documents,
such as the department annual report, communications to the governing body, or
the annual budget.

Publicizing specific volunteer accomplishments in the local newspaper or media
and at public meetings.

The department holds an annual volunteer awards ceremony to provide a public setting
for the distribution of recognition certificates and review of volunteer accomplishments.

Recognition rewards that appeal to an individual’s personal needs include:

(¢]

Treating volunteer personnel with the respect shown paid personnel to include
solicititation of experienced volunteer input in decision-making processes.

Getting to know volunteers as individuals by talking with them over coffee or
lunch.

Finding meaningful work for volunteers to do whenever they have free time or
telling them in advance when they may take a day off because there won’t be any
work for them.

Paying attention to how volunteers fit into the organization and providing them
with-werkspaee, supplies, copies of work-related reading, and outside agency
training.

Watching for and dealing with any problems between paid staff and volunteers.

Submitting program information about volunteer service and the names of
specific volunteers to local, state, and national volunteer recognition events.

Providing assistance and encouragement to volunteers who seek to use volunteer
experience as a basis for finding a paid position.

4.A.a
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VIPS Service Duties List Approve/Not Approve

Duty Item Yes/No
Speakers Bureau

Patrol Procedures

Radar Trailer

Bicycle Registration

Crime Mapping

Neighborhood Watch

Vehicle Lock Out

Fingerprinting

Business Checks

School Assistance

Crime Analysis

Scenario Role Players for HPD
Explorers & Cass Career CJ/CSI Skills Teams
Chaplain Program

Motorist Assist

McGruff

Fleet Maintenance

Abandoned Vehicles

Loss of Missing Children/Elderly

Wrecker Service

Recover Found Property

Shop with a Cop

Attachment: Service Duties (VIPS Review)
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VIPS Service Duties List Approve/Not Approve

Welfare Checks
Groundskeeper

Vacation Home Checks

Business List Update

Traffic Control

Social Media/Media Relations

Drugs awareness in the Community

Crossing guard

Large area property (article) and
evidence search

Assist with animal control events

Fundraising

Lead 5 K events

Special Events* (See Below)

*Special Events--Harrisonville VIPS assist include but are not limited to the following:
- Shop with a Cop annual event

- Prescription Drug Take Back Day semi-annual event

- Racing for RETT 5k Run lead car and protect runners

- Installation of Smoke Detectors in conjunction with the Harrisonville Fire Department
- Opening and Operating Red Cross Disaster Shelter in event of a disaster

- Stacy Cox Memorial 5k Run lead car and protect runners

- K9 Fundraiser Golf Tournament and Chili Dinner

- Ident-a-Kid Fingerprinting

- Burnt District Festival and Parade

- Patrol Harrisonville High School Wildcat Football Games

-Trunk or Treat on the Square

-Walmart 5k Run lead car and protect runners

- Patrol July 4™ Fireworks Display at City Park

-Patrol and Traffic Control at Elks Lodge Fundraiser Event

- DARE Graduation

- Patrol Harrisonville High School Graduation

- Patrol Harrisonville High School Pep Rally

- Harrisonville Animal Shelter Pet VVaccination Clinics

Attachment: Service Duties (VIPS Review)
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Harrisonville Police Department — VIPS Application and Personal History Statement

]

Volunteers in Police Service (VIPS)

Harrisonville Police Department - 205 North Lexington -Harrisonville, MO 64701. (816) 380-8940

Dear VIPS Applicant:

Thank you for your interest in becoming a Volunteer in Police Service. Enclosed is an
application for you. Please return the entire completed and notarized application
packet to:

Volunteer Coordinator
Harrisonville Police Department
205 North Lexington St.
Harrisonville, MO 64701

The Harrisonville Police Department Volunteers in Police Service Program (VIPS)
emphasizes service to the community as a whole. Volunteers assist officers in tasks that
are on- going and necessary to the public safety mission. Confidentiality is imperative
and all potential volunteers are subject to a background investigation prior to
acceptance. The level of background investigation will be based upon the volunteer
position being sought.

A general knowledge of office procedures is helpful, but not necessary. We can utilize
persons who are willing to do repetitious tasks.

After your application has been processed, you will be called to set up an appointment
for an interview. Again, thank you for your interest in VIPS. | look forward to meeting

you!

Sincerely,

VIPS Coordinator

Revised 09.26.16

4.A.c
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Harrisonville Police Department — VIPS Application and Personal History Statement

Volunteers in Police Service (VIPS)

Harrisonville Police Department - 205 North Lexington - Harrisonville, MO 64701 - (816) 380-8940

MISSION STATEMENT

It is the mission of the Volunteers in Police Service (VIPS) to assist Harrisonville Police
Department in any way deemed needed and necessary to enable sworn officers to fulfill
their assigned duties in service to the community.

In support of the mission:

e AsVIPS, we believe we can accomplish this mission by performing assigned
tasks wherever needed.

e We recognize that as VIPS, we weuld-will be under the direction of the officer
or employees responsible in the respective work area.

e AsVIPS, we also recognize that all information we acquire while on duty is to

4.A.c

[Formatted: Font: Bold

be kept confidential.

e Ourgoal as VIPS is to perform our duties in such a way that we are able to gain
and maintain the approval and trust of those with whom we work.

e AsVIPS, in agreement with Harrisonville Police Department, we will respect and

practice sensitivity and understanding of the cultural and ethnic diversity of the
City of Harrisonville and of those with whom we work.

Revised 09.26.16
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Harrisonville Police Department — VIPS Application and Personal History Statement

Volunteers in Police Service (VIPS)

Harrisonville Police Department - 205 North Lexington - Harrisonville, MO 64701 - (816) 380-8940

GUIDELINES

PURPOSE:

To specify procedures, rules, and regulations that will guide the overall operation of the
Harrisonville Police Department’s Volunteers in Police Service (VIPS) program.

POLICY:

Volunteers provide valuable and necessary additional services to Harrisonville Police
Department on a daily basis though the Volunteers in Police Service program. In order
to maximize the productivity of this program, the following procedures and regulations
are established.

ELIGIBILITY:

Volunteers must be at least eighteen (18) years of age and, pass a background check_
and be a resident of Harrisonville.

APPLICATION:

e Volunteer applicants must complete an application/background questionnaire
and submit it to the VIPS Coordinator.

e Background investigations will be conducted on each of the volunteer applicants.

e The VIPS Coordinator and/or the supervisor for whom the volunteer will be
working may interview volunteer applicants.

Revised 09.26.16
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Harrisonville Police Department — VIPS Application and Personal History Statement

Volunteers in Police Service (VIPS)

Harrisonville Police Department - 205 North Lexington - Harrisonville, MO 64701 - (816) 380-8940

ASSIGNMENTS:

Volunteers are not required to work on days that have been designated as holidays by
the City of Harrisonville.

An area for parking will be provided for volunteers as necessary.

Those volunteers who wish to terminate their status are requested to provide written
notification to the VIPS Coordinator at least fourteen (14) days prior to the effective
date.

A copy of the notification should be directed to the volunteer’s immediate supervisor.
The volunteer’s identification badge_and all assigned equipment/clothing shall be
returned to the VIPS Coordinator.

CONDUCT IN PERFORMING ASSIGNMENTS:

All organizations have guidelines they follow to provide for order and management. A
volunteer’s work for Harrisonville Police Department entails the same responsibilities as
required of all Harrisonville Police Department employees.

Volunteers will conduct themselves in a manner that brings respect to themselves and
to Harrisonville Police Department. Volunteers will perform their duties in an impartial
manner consistent with the Harrisonville Police Department’s policies.

Volunteers shall treat all information that they receive from reports, officers, or victims
as confidential.

Volunteers shall not use their association with Harrisonville Police Department to seek
favors for themselves or others.

Volunteers shall not discuss any aspect of a crime or an investigation with any person
unless directed to do so by their immediate supervisor. People seeking information or

advice on a criminal case shall be referred to the investigating officer or a supervisor.

Volunteers who observe apparent misconduct by employees or volunteers shall report
that misconduct to their immediate supervisor. All concerns/complaints must follow

Revised 09.26.16
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Harrisonville Police Department — VIPS Application and Personal History Statement

the chain of command.

Volunteers are expected to dress in compliance with other Harrisonville Police
Department employees and their guidelines or as required by their supervisor.

Volunteers are not allowed to carry any weapon on their person while on duty. This
includes those that may have a concealed carry (CCW) permit.

RIDE ALONG PRIVILEGES:

Volunteers are required to complete 12 hours ride along as part of the application
process. This requirement may be scheduled in increments equaling 12 hours total.
After meeting this initial requirement, VIPS, may participate in the Ride along Program
up to once a month. \Spanish— speaking Ride along participants and other foreign
language interpreters are not limited in the number of times they may participate in the
Harrisonville Police Department Ride along Program. Animal control volunteers will
not participate.\

DISMISSAL:

Volunteers, like all Harrisonville Police Department employees, are subject to dismissal
for failure to follow the guidelines for behavior set forth by the department.

Volunteers are subject to removal from the program at the discretion of the Police Chief
or the VIPS Coordinator.

Reasons for removal include, but are not limited to, the following:

e Committing a felony or misdemeanor.

e Reporting for service in an intoxicated state or possession of intoxicants on the
job.

e Improperly releasing confidential information.

e Failure to report for service assignment without a justifiable cause.

e Misconduct (to include use of profane or abusive language).

The volunteer’s identification badge, equipment and clothing shall be given to the

Revised 09.26.16
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Harrisonville Police Department — VIPS Application and Personal History Statement

volunteer’s supervisor who will forward it to the VIPS Coordinator.

Volunteers in Police Service (VIPS)

Harrisonville Police Department - 205 North Lexington - Harrisonville, MO 64701 - (816) 380-8940

APPLICATION & PERSONAL HISTORY STATEMENT

(Please print or type)

PERSONAL INFORMATION:

Last Name:

First Name:

Middle Name:

Address:

City, State:
Zip Code:

Date of Birth:
Sex:

Are you related to anyone currently employed by the City of Harrisonville OR now serving on City
Council? O yes Ono List name and relationship:

Social Security Number:

Place of Birth (City, State, Country):

Other names used:

Home Phone:

Cell/Pager:

Work Phone:

Email Address (if applicable):

Previous Address(s) Last 5 years:

Address #1: Address #4:

Revised 09.26.16
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Harrisonville Police Department — VIPS Application and Personal History Statement

Address #2: Address #5:

Address #3: Address #6:

EDUCATION BACKGROUND AND MILITARY EXPERIENCE:

Please circle the highest level of education completed: High School or GED +2-3—4—

College }-1—2—3—4—5—6—7—8lAssociate, Bachelor, Masters, Doctorate

4.A.c

Commented [HW3]: Associates Degree, Bachelor De¢

Masters Degree, Doctorate

High School/City, State:

College/City, State:

Degrees or Certificates Earned:

Military Service Branch:

Rank:

Time Served:

Date Discharged:

Do you speak or read a foreign language?

If yes, what language(s)?

Revised 09.26.16
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Harrisonville Police Department — VIPS Application and Personal History Statement

CRIMINAL HISTORY AND DRIVING RECORD:

Driver’ s License Number and State:

Has your license ever been suspended or revoked? Yes No

Traffic citations and accidents for the last 5 years:

Have you ever been questioned, detained, arrested, investigated, warned or issued a
citation for any misdemeanor or felony, other than traffic, either as an adult or juvenile?
Yes No

Have you ever been convicted of a crime? Yes No

*Conviction will not automatically disqualify you from consideration.

We will consider the nature of the offense in relation to the job for which you are applying.

If yes, please explain:

If yes, list the name of the agency or court, date of contact, reason for contact, charge
if any, sentence if any, and disposition of incident (including deferred sentences).
Provide full details on supplemental sheets when necessary.

Date:

Agency or Court:

Charge:

Sentence:

Disposition:

Date:

Agency or Court:

Revised 09.26.16
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Harrisonville Police Department — VIPS Application and Personal History Statement

Charge:

Sentence:

Disposition:

Have you ever used illegal narcotics/drugs of any kind? Yes No

If Yes, what drugs were used? List approximate date of usage

Have you ever sold or distributed illegal narcotics/drugs? Yes No

REFERENCES:

DO NOT USE FAMILY MEMBERS AS REFERENCES. List 3 individuals you have known for
at least b years. Please list name, complete address, and telephone number

Name :

Phone:

Street Address:

City, State, Zip Code:

Name:

Phone:

Street Address:

City, State, Zip Code:

Revised 09.26.16
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Harrisonville Police Department — VIPS Application and Personal History Statement

Name :

Phone:

Street Address:

City, State, Zip Code:

EMPLOYER HISTORY: (Please fill out completely)

List employment for the last 5 years beginning with the most recent

Firm Name, Supervisor

Date From/Date To (Month/Year)

Street Address

City, State, Zip Code

Firm Name, Supervisor

Date From/Date To (Month/Year)

keksk

City, State, Zip Code

Firm Name, Supervisor

Date From/Date To (Month/Year)

Street Address

City, State, Zip Code

Firm Name, Supervisor

Date From/Date To (Month/Year)

Street Address

Revised 09.26.16
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Harrisonville Police Department — VIPS Application and Personal History Statement

City, State, Zip Code

Firm Name, Supervisor

Date From/Date To (Month/Year)

Street Address

City, State, Zip Code

Firm Name, Supervisor

Date From/Date To (Month/Year)

Street Address

City, State, Zip Code

VOLUNTEER INTEREST:

How much time do you have to volunteer? (Please circle) Hours per week: 2 5 10
15
Hours/Days available: Mon Tues Wed Thurs Fri Sat Sun

List any skills or interests, which would assist in placing you in an appropriate
assignment. Attach additional sheets if necessary

Please list any memberships in any community organizations and previous/present volunteer
experience.

Revised 09.26.16
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Harrisonville Police Department — VIPS Application and Personal History Statement

Briefly, state why you wish to volunteer your time to the Harrisonville Police Department.
(Use additional sheet if necessary) This question must be answered

Do you have any special medical or other needs?

EMERGENCY CONTACT INFORMATION:

List persons to notify in case of an emergency.

Name

Relationship

Street Address

City, State

Home Phone

Work Phone

Cell Phone/Pager

Name

Relationship

Street Address

City, State

Home Phone

Revised 09.26.16
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Harrisonville Police Department — VIPS Application and Personal History Statement

Work Phone

Cell Phone/Pager

THIS SECTION FOR SPANISH - SPEAKING RIDE ALONG AND
INTERPRETER PROGRAM APPLICANTS ONLY

Are you willing to be called out any time of day if needed? Yes
No
Can we call you at your place of employment if needed? Yes No

THIS SECTION FOR APPLICANTS WHO MAY HAVE INTERACTIONS
WITH MINORS OR VULNERABLE ADULTS ONLY

Have you ever been charged with child neglect or abuse? Yes No

Other than the previously provided answers, is there any fact or circumstance involving
you or your background, including being the victim of sexual assault as a minor that would
call into question your being entrusted with the supervision, guidance and care of young
people or persons with special needs?

Yes No

Revised 09.26.16
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Harrisonville Police Department — VIPS Application and Personal History Statement

Volunteers in Police Service (VIPS)

Harrisonville Police Department - 205 North Lexington - Harrisonville, MO 64701 - (816) 380-8940

BACKGROUND INVESTIGATION

| certify that the statements contained in this application and personal history statement are
true and complete to the best of my knowledge. | understand that if selected as a volunteer, any
false or misleading information given in my application, resume or interview(s) may result in
immediate dismissal. | authorize the City of Harrisonville to verify all statements contained in
the volunteer application and personal history statement and to make reference and
background checks as its representatives deem necessary. You are hereby authorized to make
any investigation of my personal character, academic record or employment history, and |
release all parties from any claim arising in connection with their giving the same to you.

Signature:

Date:

CONFIDENTIALITY AGREEMENT

| have read the VIPS Guidelines and agree that | shall treat all information | receive from reports,
officers, or victims as confidential. | understand that | could jeopardize the ultimate investigation
of a crime by revealing information. | will not discuss any aspect of a crime or investigation with
any person unless directed to do so by my supervisor. | agree that | will not use my association
with Harrisonville Police Department to seek favors for others or myself.

Signature:

Date:

INFORMATION AUTHORIZATION

| hereby authorize any city, county, state, former employer, or any other agency to furnish to
any member of Harrisonville Police Department any information considered necessary for the
purpose of processing this questionnaire. A copy of this authorization shall be considered as
valid as the original.

Signature:

Date:

Revised 09.26.16
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Harrisonville Police Department — VIPS Application and Personal History Statement

Volunteers in Police Service (VIPS)

Harrisonville Police Department - 205 North Lexington - Harrisonville, MO 64701 - (816) 380-8940

LETTER OF UNDERSTANDING AND HOLD HARMLESS AGREEMENT

| understand that | am not an employee of Harrisonville Police Department. | am not
entitled to payment for services rendered, nor am | entitled to compensation or fringe
benefits other than set out below. | further acknowledge that | am a volunteer for
purposes of the Fair Labor Standards Act. | wish to volunteer my services to the
Harrisonville Police Department and/or observe members of Harrisonville Police
Department perform their duties. | understand that my status as a Volunteer in Police
Service (VIPS) may be revoked at any time. In consideration of the above granted
authority to observe and other good and valuable consideration, I, my assigned heirs,
executors, or agents hereby agree to hold the City of Harrisonville and Harrisonville
Police Department harmless. | agree to indemnify the City of Harrisonville, Harrisonville
Police Department, and their agents and employees from any and all claims, damages,
losses, and expenses arising out of the above described observations, volunteer work,
and related activities, which is for bodily injury, iliness or death, or property loss of use.

Signature: (Must be signed in presence of
notary)
Date:
SUBSCRIBED AND SWORN TO BE ME on this the day of
,20

Notary Public
My Commission Expires:

Revised 09.26.16
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