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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 ~re commended for their willingness to. serve their 
community and Police Department. 



PRCC::DURE No. 

DATE ISSUED 

5-1-89 

INDEX 

DATE EFFeCTIVE 

I 5-1-89 

'

REV ISICN NUM8ER 

89-1 

Chapter 1 - Autho:ity and Purpose 

Chapter 2 - Organization 

Chapter 3 - Personnel Adm~nistration 

PAGE 

I 1 of 3 

3-1 Membership Qualifications - Screening Procedure 

3-2 Enrollment Procedure 

3-3 Processins of Enrollment Package - Initial and 
Final 

3-4 Active Participation 

3-5 Time Accredited to Aux. Police Members 

3-6 Hourly Performance by Aux. Police Supervisors 

3-7 Leave of Absance 

3-8 Annual l:nifor:n Allowance Gu·:'delines 

3-9 Administrative Duty Only 

3-10 Awa:-ds 

3-11 Promotions 

3-12 Aux. Pelice Evaluations 

3-13 Appeal of Evaluation 

3-14 Transfers 

3-15 Drop. Dismiss, Resignation, Honorable Discharge 

3-16 Reinstatement of Former Personnel 

3-17 Aux. Police Testimony at Public Hearings 

3-18 Line of Duty Injury - Aux. Police 

3-19 Aux. Police Shields 

3-20 Lost, Stolen or Recovered A.? Shields or I.D. Cards 

3-21 Aux. Police Orde: Syste~ 

3-22 Aux. Guide Rev:'sio~s 

Chap~er 4 - GENERAL REGULA~IONS FOR AUX:~IARY POLICE PERSONNEL 

4-1 General Regulations 

AUXILlARY ~OP.CES SECTION 



• 
Chapter 5 

Chapter 6 

Chapter 7 

Chapter 8 

Al'XILIARY GUICE PRCCEDURE No, 

DATE ISSUED 

05/01/89' 

5-1 

5-2 

5-3 

5-4" 

6-1 

6-2 

6-3 

6-4 

6-5 

6-6 

6-7 

7-1 

7-2 

7-3 

7-4 

8-1 

8-2 

8-3 

8-4 

8-5 

8-6 

INDEX 

REVISION NUMBER DATE EFFECTIVE I 05/01/89 I 89-1 

Uniforms and Equipment 

General Regulations 

Required Equipment 

Unifor::Js 

Optional Uniform Items and Equipment 

Precinct and Patrol Duties 

PAGE 

I 2 of 3 

Auxiliary Police Coordinator's Duties and 
Responsibilities 

Precinct Rank Structure and Duties 

Areas or ~tilization of Auxiliary Police 

Auxiliary Police Unit Command Log 

Emergency }!obilization 

Auxiliary E::Jergency Services Forces 

Auxiliary E~ergency Service ~obilization Plan 

Use of Department Vehicles 

Use of Department Vehicles by Auxiliary Police 
Personnel 

Utilization of· wnite Auxiliary Vehicles 

R.:·fP Log Book 

Verification or Driver Licenses 

COQffianc Discipline 

Violations Subject to Conmand Discipline 

Reporting Violations Observed 

Authorized ?enalties Under Co~~and Disciplines 

ctrarges f .. F,S, 1123 O-lltL~iCt'l:l.j peLLc..L n'I'y,t<;;.,( . 
.iJ.LJ 0,- U\"'L \ ')cCi-L \. ~ JL.l·LQ-)-<:> 

Auxiliary :!er.tber Arrestee I 

AUXILIARY FORCES SECTION 



Chapter 9 

Chapter lO 

AUXILIARY GUIDE PfilXCOURE No. 

DATE ISSUED 

02/01/90 

9-1 

9-2 

9-3 

9-4 

9-5 

10-l 

10-2 

10-3 

lO-4 

DATE EFFECT! VE 

I 01/0]./90 

Training 

INDEX 

I
REVISION Nu~~aER 

90-1 

Basic Training Course 

Observer Field Training Duty 

Basic Management Course 

I 
PAGE 

3 of 3 

Recording of In-Service Training For Xembers of the 
Auxiliary Police 

Annual In-Service Baton and Use of Force Trainiilg 

Radios 

Auxiliary Police Cor.ununications System 

Portable Radios - Issuance and Accountability 

Transmission of Base Station Radio Call Letters 

Repair of Communication Equipment 

AUXILIARY FORCES SECTION 



e-

( 

( 

AUXILIARY GUIDE 
AUTHORITY AND PURPOSE 

DATE EFFECTIVE 

I 
DATE ISSuED RE VIS i(:N NL;~19E R 

I 
PACe: 

I 1 of 3 

1. The Ne,,, 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 .. 

. 2. His Honor, Mayor John V. Lindsay, signed Executive 
Order #51, on September 11, 1967. In that. order, 

. t..~e Police Department was charged with full 
resnonsibilitv for the Citv's Auxiliarv Police 
Program. ~~e~utive Order #38 of August 29, 1975 
continued this responsibility. 

3. In order to carry out the functions and respon
sibilities assigned to the Police Department by 
the ~~yor/ the Police Co~uissioner shall have 
cognizance and control of the organization, 
government, administration, disposition, training 
and discipline of the Auxi.liary Police. 

4. The police superior designated by the Police 
Commissioner as the Commanding Officer, Auxiliary 
Forces Section, shall be responsible for the 
administration and operation of the A~~iliary 
Police Program. In order to insure that the 
Department has sufficient numbers of trained 
A~~iliary 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, A~<iliary Forces Section, 
shall: 

a. carry out a program of recruitment 

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

c. Establish and maintain proper records, 
files and statist~cs; 

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. 

5. It has been recognized by Civil Defense planners 
that the magnitude of destruction and disruption 
of nornal 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 eiTent of a 
Civil Defense emergency, and act as an effective 
adjunct to the regular force. 

6. In addition to fulfilling obligations under the 
law, the volunteer program aids in the Depart
ment's community relations program, the objectiv~ 
of which, is to enphasize 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 ' 
A~xiliary Police affords citizens the opportunity 
to study police work, learn police objectives and 
goals, and thereafter assist the Department in 
its efforts to police the City of New York. The 
program will develop mutual respect and under
standing between the police and the people they 
serve, promote an aL~osphere conducive to greater 
public cooperation and as a consequence, lead to 
greater police effectiveness. 

7. The A~xiliary Police, like the regular force, is a 
quasi-military force. Its members will be super
vised by office~s of the regular police force as 
well as superiors withi~ the Auxiliary Police. 
\~nenever the circumstances require the services of 
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both the Auxiliary Police and the regular force, 
the membE·r of the regular 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, 
"\vill under no dircumstances give or attempt to 
give orders or instructions to any member of the 
regular force. 

I 

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 of a Civil Defense 
emergency, however, legislation exists which en
ables the Police Commissioner to confer peace 
officer status upon Auxiliary Polica~en. On 
August 14, 1951 the City Council passed Resolution 
#433, reading in part -

"Resolved, That the City Council pursuant 
to section one hundred five of the State 
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 3hall exercise such powers only 
during periods'while such members are 
actually performing duty officially pre
scribed or ordered by the Police Commi~~ioner 
of the City of New York and then only .... nile 
displaying insignia of their authority. II 

Auxiliary Police have only a very limited 
authority as peace officers; pursuant to Section 
2.20 of the Criminal Procedure Law, " ... during 
a period of attack or imminent attack by enemy 

- "" ' " '11 II forces. .. or ... dur~ng off~c~al dr~ s... , 
as specified in Section 2.10 (26). (E=f. 8/8/83, 
Ch. 969, L. 1983) 
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The Auxiliarv Police is organized into the follow
ing 'units of- command: 

A. Patrol Borough Unit 

B. Patrol Division Unit 

C. Patrol Precinct Unit 

D, Einergency Service Borough unit 

E. :~~ergency Service Precinct Unit 

F. H~a~suarters unit 

G~ . Special Task Force 

H. Ha'rbor Unit 

I. Highway unit 

2. The territorial jurisdiction of the Auxiliary 
Poli~e units are as follows: 

A .. " 'Patrol and Emergency Service Borough 
, ~ 'Uqits - shall include the geographical 

.,' boundaries coextensive with those of a 
. _ l,' police Patrol Borough corrunand. 

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 co~~and. 

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 - citywide in scope and 
territorial jurisdiction. 

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

A. Headquarters Section - assist the Command
ing Officer, Auxiliary Forces Section with 
the planning and administration of the 
Auxiliary Police Program, and supervise 
the Headquarters Section units. 

1. Headcuarters 'Staff Unit - perform 
sta~istical, clerical and admin
istrative duties. 

2. Inspectipn Unit - inspection of 
Am{iliary Police precinct commands, 
under direction of the Commanding 
Officer, A~xiliary 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 Prpgr~ through the 
television, radio and news media. 

5. Recruitment and Retention Unit -
visit precinct A~xiliary 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 Basic Training and 
Basic Management Courses, apprise precinct units 
of special training courses, such as CPR and Rl1P, 
provide training materials for on-going in-service 
training. 

B. 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. 

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

D. Patrol Precinct Gnit - perform such duties and 
assignments as may be directed by the Police 
Commissioner, Chief of Patrol, Borough, Divis~.on 

and Precinct Commanders, the Cow~anding Officer, 
Auxiliary Forces Section, and the Auxiliary Police 
Borough and Division Commanders. 

E. 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 SEC'TION 
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F. Emergency Service Precinct Unit '- perform 
their duties as an auxiliary arm of the 
Emergsncy Service District under the 
direction of the Police Commissioner, 
Chief of' Patrol, Borough Commander, 
Division Commander, Precinct Commander, the 
Commanding Officer, 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 A~~iliary 
Forces Section Headquarters; 

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 
arill of the Highway Unit under the direction 
of the Police Commissioner, Chief of Patrol, 
Borough Commander , Division Commandel.7, the 
Commanding Officer, H~ghway Unit, and the 
Commanding Officer, Auxiliary Forces Section. 

AUXIL1ARY 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 S~ction, in the 
operation and ~dministration of the Auxiliary 
Police Program. 

5. To assist the Police Department with the admir.
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 
A~xiliary Sergeant 
Auxiliary Police Officer 

B. Table of organization 

1. Headquarters section 

a. Staff Unit 
One Auxiliary Inspector 
Clerical Personnel 

b. Public Relations Unit 
One Auxiliary Inspector 
Clerical Personnel 

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

2. Patrol Borough Unit 

One Auxiliary Inspector - Commanding 
Officer 
One Auxiliary Deputy Inspector -
Executive Officer 
One Auxiliary Captain 
Clerical Personnel 

It, U X I LI A R Y FOR C E 5 SECT ION 

------------------------------------------------------
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3. Patrol Division 

One Auxiliary Deputy Inspector _ 
Commanding Officer 
One Auxiliary Captain - Executive 
Offic.er 
Clerical Personnel 

4. Patrol Precinct Unit 

One Auxiliary Captain - Commanding 
Officer 

One Auxiliary Lieutenant - Executive 
Officer 
One Auxiliary Sergeant ~ Personnel 
O=ficer 

SU?ervisors of Patrol: 
Aux. Pol. Off. Aux. Sgt. Aux. 5-10 1 

11-19 2 
20-29 3 
30-39 4 
40-49 5 

5. Eme~gency Service Division 

One Auxiliary Deputy Inspector _ 
Commanding Officer 
One Auxiliary Captain - Executive 
Officer 

Lieut. 
0 
1 
1 
2 
3 

One Auxiliary Lieutenant - Personnel 
Officer 
Cle~ical Personnel 

6. Eme=gency Service Precinct Unit 

One Auxiliary Captain - Commanding 
Officer 
One Auxiliary Lieutenant - Executive 
Officer 
One Auxiliary Se~geant for each five (5) 
Auxiliary Emergency Service Patrolmen. 

AIUXILJARY FORCES SECTIOH 
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Special Task Force 

One Auxiliary Inspector - Commanding 
Officer 
One Auxiliary Deputy Inspector -
Executive Officer 
One Auxiliary Captain - Personnel 
Officer 
One A~xiliary Captain - Patrol Duties 
Four Auxiliary Lieutenants - Supervise 
Unit Duties 

Harbor unit 

One Auxiliary Inspector - Commanding 
Officer 
One Auxiliary Deputy Inspector -
~~ecutive Officer 
One A~xiliary Captain per District 
One A~~iliary Lieutenant per District 

9. Highway Unit 

One A~xiliary Deputy Inspector -
Commanding Officer 
One Auxiliary Captain - Executive 
Officer 
One Auxiliary Lieutenant per District 

10. Mounted Contingents 

Attached to Central Park Precinct, 
45 Precinct and 123 Precinct 

One A~xiliary Deputy ~nspector -
Commanding Officer 
One A~xiliary Captain - per contingent 
One Auxiliary Lieutenant - per contin
gent 

The above rank quotas established in the 
Table of Organi~ation 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 
Pollce Officers 

B. Assist with unit administration 

C. Supervise performance of Auxiliary Poli'ce 
Officers 

D. Other such duties as mav be directed by 
competent Police authority. 
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To ascertain if an auxiliary police applicant ·meets 
the basic qualifications for entry into the Auxiliary 
Police program. 

When a person desires to join the Auxiliary Police 
program, the Precinct Coordinator will conduct 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 in 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. Citizen a: the United States, or has :iled 

aSDEE1SE3.C6LD ~: Intent tcr-b-eeome a--e-4:-t=-izen 

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 
fer such personnel. The Commanding Officer, Auxiliary 
Police Section, after review of pertinent data, will 
designate the type of duty to which they may be 
assigned. 

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

The following points must be stressed: 

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

b. Members do not possess peace or police officer 
pO\olers. 

c. If approved ror membership, applican~ 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 \olhich the member will be observed and 
evaluated to determine his/her fitness to be in 
the program. A poor evaluation can result in 
membership being terminated. 

"g. Ci tiz.en of t!1e United States f or a 
permanent resident, or possess a Valid 
Visa ·issued by th~ Immigration and 
Naturalization Service." 
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PURPOSE 

PROCEDURE 

To interview, enroll, 'and process auxiliary police 
applicants 

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 
that the necessary forms are properly prepared and 
processed. 

PREP.l';RATION OF FORNS 

1. PARE~T.l\L CONSENT FORB (AFS HA) TYPED - must be 
completed if the applicant has not reached his/ 
her 18th birthday. Form will be either: 

2. 

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

OR 

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

ENROLL~umT FORM AFS #1 paper copv TYPED -
prepared and signed by the applicant and precinct 
coordinator, 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 
liN/Ali (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 visit 
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DATA (caption) Sucrcrested means of 
verif ica tiOll 

Telephone # Return call 
Place of Birth Birth Certificate 
Birth Certificate # Birth Certificate 
Voter's Reg. # Voter's regis~ration 

card 
Naturalization Cert. # Naturalization cert-
(if naturalized citizen) ificate 
Deela:-aticn of Inte::t # Declarat':'oll 0:: intent 
(if tilea intent to Keo. en-I 
bec",,,,.e a citizen-)-
Other Proof (of 
citi;;i3nsh~S+Clfu~. U.S. Passport 01 I/CtLd V\~-
Education School Diploma 
SS # Social Security Card 
Driver's License # Driver's license 
Pistol Lic #/Type pistol license 
Draft status Draft card 
Type Discharge DD 214 
Military Branch DD 214 

Confidential Investicrations .. 
The following situations will require the 
precinct coordinator to conduct an investi
gation and sub~it a report to the Commanding 
Officer, Auxiliary Forces section. The 
report will include details, interviews and 
statement from coordinator recommending 
approval/disapproval of enrollee's ap
plication. Documentations will also be 
attached (for example, court transcripts, 
letters from doctors, etc.) 

- Military discharges (other than honorable) 
- 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 
apolicant will be required to: 
--submit, in his/her-handwriting a 

statement explaining the details of 
the i::cident/si 

------------------------------------------------------------------------------
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- obtain a court transcript of the final 
disposition 

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

NOTE The above list is not all inclusive. The C.O., 
Aux. Police Sect. may direct that further investi
gation of 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. FIXGERPRIXT FORMS 

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

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

All captions will be TYPEWRITTEN. 
entered as required. 

Signatures 

5, FINGERPRINT SEARCH REQUEST - APS 038 

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

6. CONTROL CARD - APS #2 

3x5 card - 3 copies typed 

7. MACH:XE-TYPE PHOTOS 

Two are required. 
Applicantts name and command will be entered on 
the rear of the photo. One will then be stapled 
to the rear of the APS Ul (hard copy) at the 
upper left hand corner. 
One copy retained at co~mand. 
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8. 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 NAHE FIRST. 

9. TYPE RECORD CARD - APS #35 

TYPEHRITTDl 



'" 1.1 ... 

'
''. .. 

® 
PROC:;:SSI:1G OF E~ROLr....\fE:rl' 

PACKAGE - I~ITIAL/FINAL 

CAn: lS!'d.: :;..1.7: _;;:Cil'~ .er.~:;:)01 ~;; 

Hay 6, 1991i May 6, 1991 91 - 1 1 of 2 

INITIAL PACKAGE - must be 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 
~ack 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 01 (Enrollment Card), hard copy, to 
the Auxiliary Police Section 

1 - APS 01, paper copy, retained at command 

B. 1 - A?S IllA (Parental Consent Form) - if 
applicant is under 18 years of age 

C. 2 - current passport size photos 
1 - to APS, stapled to the rear, upper 

left hand corner of APS 01 
1 - retained at command, stapled to APS 01 

D. 3 - APS 02 (3xS card) 
2 - to A.P.S" affixed by paper clip to 

the front, upper left hand corner of 
the APS III (hard copy). A.P.S. will 
forward one copy to the boro coordinator 

1 - retained at the cqmmand 

E. 5 - A?S 04 (Basic Training Course Roster), 
delivered to A.P.S. for distribution: 
2 - retained at A.P.S. 
1 - sent to boroug~ coordinator 
1 - sent'to Identification Section 
1 - returned to command 
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. . 
F. l-F.B.I. Fingerp~int form 

G. l-NYPD Non-Criminal Fingerprint Record 
(PD423-l44) . 
Type due .~ate on top, right corner (6 weeks 
after date that initial package is 
delivered to A.P.S.) 

H. l-APS #38 - stapled to the rear, top center, 
of the NY?D finger?rint card, face up. 

I. l-APS #35 Service Record (Time Card) 

I.D. numbers will be issued to precinct coordinators 
at A.P.S. Previous enrollees or members will retain 
their or~ginal I.D. nuwber. 

FIXAL PACKAGE - after the student has successfully 
passed the final acade~ic exam, the aelf-defense 
and fie:ci training, he/she is qualified for 
me~bership in the program. 

Within 5 days after completion of the course, 
forward the following forms to the borough liai~on 
concerned at A.?S.: 

A. l-APS #6 - for each student 

B. l-Certificate of Accomplishment - for 
each student 

C. I-Scholastic Ac~ievement - for the 
student w~th the highest grade 

D. 2-A?S ft4 - marked, "Final Repor:t" 

E. 2-APS 115 

Staple one copy of each A?S U4 to a copy of APS #5. 

F. l-Salf-Defense Testing form for each student 

G. I-State for= DCJS 2005, alphabetized and 
typed. On~y i~~lude those members who 
have passec BO_~ the academic and self
defense t~s:s. 
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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 
member will be given an opportunity during that 
quarter year to fulfill the minimum requirement 
of twenty-four (24) hours. 

3. 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. 

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

A normal tour of active duty shall consist of four (4) 
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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To insure the eq~ity 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 
en ter only t..1;e actual time on the A. F. s .. 110 
when he arrives at and leaves his command. 

2. There is no t=avel tL~e, only actual class 
time, credited to members who are attending 
the following training courses: 

3. 

a. Basic Management 
b. Rescue 
c. C.?R. 
d. Driver Training 
e. ~c~'ted Training 

Whe~ members are assigned to parades, special 
events, details, etc., teat are not within 
e:eir per:caner.t command, an~ it is deemed 
in::?rac .. tical fO':' those Ite.-mers to siqn both L"l 
anc. out of tl:~i= pera:.ane!lt commanc.,. the 
following shall a~ply~ 

a. 

b. 

Whe!'l membe:::- is required to report di.=ectly 
fo:::- duty outside of his pe~anent command 
he will be credited with. the following 
(reporting} travelling time~ 

1. forty-five (45) ·minutes If wit:."'lin the 
Borough, or. 

2. one ho~ and fifteen (1:15) minutes 
if outside t.~e Borough. 

~~en member reports directly outside of 
pe~,ent command, upon dismissal the 
following shall apply: 

1. If mer.~er has completed a four (4) 
hour tour (exclusive of travelling 
time) he shall be accredited with 
a~ additional forty-five (45) minutes 
travelling time within ~~e Borough or 
one ho~= and fifteen (1:15) minutes 
i= outside the Borough. 

(e. g. take the : 45 m:'n'Jtes tra T:el t:..::r: 
~~ frc~~ and in t:.~ back and total 
t~is wi~~ the :o~= (4) hc~=s ?er:o=--e~ 
:or a s:-and total of S~ ,hours.) 

AUXILIARY FORCES SECTION 

~-. --------------------
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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 ~~e 3:15 performed to give him 4 
hours. ) 

c. When merr~er signs in at his . 
permanent command and is subse'quent
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). 

AUXtLJARY FORCES SECTION 

---------,-----------
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1. The quality and quantity of Auxiliary Police 
?erfo~ance is :argely dependent upon highly 
insPired and dedicated Auxiliarv Police super
vis;rs who are in a unique posi~ibn to pro~ide 
leadership and 'direction to other Auxiliary 
Police members. 

2. It is difficult for a sucervisorv officer to 
require increased hourly-perform~r.ce from a stili
ordinate unless tl1e supervisor fully participates 
i:1 the prog:::-am. He/she should pe!':orllt a minimum 
number of hours; each fiscal yea:::-; the hours should 
be equally distributed throughout the year. 

3. Therefore, Au.. .. d.liary Police supervisory officers 
should perform the following min~~um number of 
hours a:r:nually:: 

Sergeants - 126 hours 

Lieutenants - 160 hours 

r Captains aD,a above - 200 hours 

( 

/ 

4. Yearly time pe:r'for.nance by Auxilia:::-y Police ~;uper
visory officers shall be considered in the 
preparation of semi-annual evaluation reportl~ 
under the category "dependability." 
Those officers not performing the required 
minimum nu.-:ilie!' of hours may be reduced in rank. 
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To allow members, for personal reasons, to temporarily 
become inactive in the program. They may request a 
leave of absence not to eXGeed twelve (12) ~onths. 

1. Member shall.return his/her shield and identifica
tion card to Unit Coordinator. 

2. .Prepare in triplicate for.ns lLF. S. #19 (Receipt 
for A.P. Shield and I.D. Card) and A.F.S. #34 
(Personnel Data Change) . 

3. Endorse both forws and hand deliver ALL copies 
to Bro~gh Coordinator with shield and I.D. card. 

4. Sign both forms and give one (Ii copy of each to 
Unit Coordinator as his receipt. 

5. Ha~d deliver the remaining t.vo (2) copies of 
each 1:0::::.\ with the shield and I. D. card to .P •• F • S. 

6. Sign bo~h ferms showing receipt for the shield 
and I.D. card. Keep the original copy with the 
shield and I.D. card and give the other copy to 
the Borough Coordinator as his receipt. 

7. Safeguard shield and I.D. Card. 

Form A.F.S. #34 will not be used to return members 
to dutv at the comDletion of a leave of absence. 
Such m~mbers are automatically returned to duty 
when the leave expires. 

GLUe... -~l~~L o .. pprov~ or 
to me (" ec.. CN\'N'\0y\ 6cCH 0 r0 
LLN'\ l 1- c.o ortiJ ~c,--\-c;""r: ,. 

--,----------------------------------
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To compensate qualified me~bers for the maintenance 
of their uniforms. 

TO QUALIFY TEE ~.E:-1BER MUS:': 

1. have been in the prog=a~ for t~e entire fiscal 
year, e.g. July 1, 19S5 to Ju~e 30, 19B7 

2. have performed 126 hc~=s or more 

3. have performed time i:: at least eight (8) months.· 

A hardship occasioned by a medical emergency resulting 
in a leave 0: absence may be grieved in writing to 
Commanding Officer, Auxiliary Forces Section. This 
crocedure relates to subdivision (3) above. No other 
~xceptions are pe~itted. 

AUXlll'\~'!' 
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1. The following persons shall be classified 
"Administrative Only". 

· '- .~. ~ ' .. , 

a. Any active member who has suffered an accident o~ illness, 
and, in the opinion of the Commanding Officer, Auxiliary 
Forces Section,· can only perform administrative duty. 

b. 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. 

c. 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 
safety of any person. 

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

a. A.F.S. I!tO's (Roll Calls) indicating those members who 
have attended the self defense training and; 

b. lists prepared during january of each year, of those 
members who did not take the required training 
during the previous year. 

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

AUXILIARY FORCES SECTION 
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4. Membe1:"s designated ".:"ci."':'.inistrative Duty only" a::-e 
authorized to perform non-9atrol duties, such as: 

a. Clerical duty 

b. Base station' radio dispatcher 

c. Base station assista~t 

d. Tele9hone switchboard du~y 

e. Other duties not rela~ed to patrol 

5. Under no circumstances will oersonnel designated 
as "Ad;ninistrative Du~y onlyi, be assigned to 
9atrol duty. 

6. Since ".:..c.. ... inistrative Duty Only" gersonnel are not 
trained in self-defer.se, they are not authorized 
to travel in uni=orm to and from the station 
house or place of assig~ ... ent. 

'P.e.tct_t.cl P;LCCJlClUUL '.f])j ULl(Cl~ ptLocYclLULC, 3-) 
(·-Y,)\L.\"{\ )It,) ~\\Lp Cf u CL~LC .. lLtL<JYLo 

CL,\! c (D('L?J2Al U0 1 j~J,-,C 8' cLLUI~ L) 

... ..., .... -" _ ..... _--- ----.- ... 
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To process requests for Auxiliary Police recognition 

DEFINITIONS An A~~iliary Commanding Officer may r~commend, through 
the Precinct Coordinator, me~~ers of the Auxiliarv 
Police for recognition in t~e following grades in· 
descending orde~ of importance: 

( 

( 

I 

PROCEDU?E 

REQUESTING 
MEMBER 

e ~ .. -'" 

Award of Valor 

-Awarded to individuals who have performed an outstand
i~g act at g~eat pe~sonal r~sk. 

Cornmenca tion 

A'.varced for an outstanding act, such as the saving of 
h~uan life, good ar~ests, or providing information 
whic~ led to good arrests. 

Ai .... arded for actions above and beyond routine I which 
reflect intelligence and alert~ess on the part of the 
member and bring crecit to the A~~iliary Police and 
the Depart.uent. 

Unit Citation 

Awarded to a Unit for a mass action above and beyond 
routine, which renders a co~uu~ity service. 

500 Hour Service Award 

.i\warded to members for 500 hours of faithful and 
satisfactory se~vice. 

Letter of Recocnition 

A letter of personal recocnition for circ~ustances 
not falling ~ithin the aw~rds described above. 

wnenever a member of the Auxiliary Police performs 
an act worthy of recognition: 

1. Prepare three 
(.i\.F.S. *28). 

(3) copies of Recognition Request 
Complete all captions. 

, ,. 

-
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2. Deliver cempleted forms to Auxiliary Commanding 
Officer wit~in twenty (20) days after incident. 

Each request for depar~~ental recognition may include 
details of ONLY one (1) accomplishment. 

& 3. Review rec:uest to deter:nine valic.ity. 

4. Conduct investigation in=ludin;: 
a. checxing depar~~ent records 
b. interviewing witnesses (in persen or by tele

p!~one. . 
c. Im:erv:!.e'.nng members concer:1ed 

5. Endorse anc. forNard two (2) copies (A.F.S. #28 
to the Bcrough Ccordinator anc. file the 3rd copy 
in the unit file. 

To rec:uest a Unit Citation 

a. A majority of the unit must have performed 
outstanding duty as a group. (Fifty one % or 
more) 

b. The n~ues of all ma~ers concer:1ed shall be 
included on the A.F.S. #28 (use reverse side 
of t~e fOrr:l). 

c. Three (3) copies of the A.F.S. #28 will be 
prepared and distr:::.buted as per step 5 above. 

6. Endorse and fort/ard both copies to the Borough 
Awards co~uittee. 

BOROUGH AUX. i. 
POLICE AWA...~DS 

COHHITTEE 

Review and complete necessary endorsements on 
the Reccg:1ition Rec:uest fO.r:n (A.F.S. #28). 

NOTE 

BOROUGH 
COORDINJ>..TOR 

o$)':'.:;::a .' .' • , 

T~e Au."dliar? Police Borouah Cornr.l.andincr Officer will 
ensure that all assia:1ed R~coanition R~cuests have 
been revie'.oJed and ali in':: a r7.la tion has been completed 
and submit the~ to t:.e Borough Coordinator. 

8. Retain one (1) ccpy at the borough office and 
forward one (1) copy to the Commanding Officer l 

.a- .... 
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Auxiliary Forces Section, marked Attention: Awards. 

Borough Coordi~ators shall ensure that their Awards 
Co~~ittees promptly review Recognition Requests 
assigned, and submit them to the Commanding Officer, 

·Auxiliary Forces Section by the 15th of each month. 

9. Hill have t:'1e final deter:nination in all awards. 

10. i'lill pubUs:: an appropriate Auxiliary Police 
Order containing the nanes a~d awards issued to 
.=\uxiliary Police members. 

T!:e A:<1xiliary Police Awards Committee will consist of 
the A~~iliary Police Borough Commanding Officer and 
two (2) Auxiliary Police Deputy Inspectors from the 
boroueh office. The Committee shall be comprised of 
TE?'::::C: ~ (3) me!:l.oers. If an Auxiliary De:;lUty Inspector 
is not available an A~~iliary Captain from the A.P. 
Borough office may be assigned. 

A brEast bar is horizontally centered ~ inch above 
the center of t~e shield. 

Ae..e..itional breast bars are wor:1. with ~ inch space 
bet~.;een each bar, in order of Lrnportance. (Higher 
awards above lower ones) 

'Ivhen a member is granted additional awards of the 
S.1:08 TYPE, hel she must wear ONE breast bar with the 
aDcroDriate number, indica tina the number of awards 
g=~nted, imprinted thereon. For example, 

A. Un-m::.."':lber~~~ A~"ard of Merit Ba:: indicates 
ONE Award of Merit. 

B. Aware.. 0:: Merit Bar wi t.'1 the number "1" 
imprinted thereon indica tE!S TrW Awards 
of Merit. 

C. Award of !·Ieri t Bar wi th . tl1e nu....-:ber "2" 
inprinted thereon indicates'TH?-EE Awards 
of Me:dt. 

The United States Flag Emblem, not exceeding one (1) 
inc~ scuare, may be wo::n ~ inch a~ove the center of 
the s::ield or breast bars. 

No . ot~er medal, ernblem or decoration may be worn, 
e:-::::e>::,: ',.;i t:-. t:'1e a:lOroval of t:",e Cc:nrnar.ding O:ficer, 
Auxiliary Fc::ces ~~ction. 
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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 116, "Comments", on 
form APS 1124, must include justification for the 
promotion in view of such memberts age. 

4. VACANCY - Prior to preparing a recommendation for 
prom 0 t ion, Pro c. 2 -1, p age 5, par. 5 B, sub d. 1 
through 10, of this manual must be consulted to 
assure that the recommended promotion falls within 
the all&wable quota. 

5. RECOMMENDATIONS - First consideration for promotion 
will be given to member& 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 1124 
(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 unitts coordinat~r for endorsement and 
forwarding to the Auxiliary Police Section through 
channels. 

AUXILIARY POLICE SECTION 
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b. Recommendations for promotion to auxiliary 
CAPTAIN and above, or for designating a member as 
"in-command", will be made by the Police Commanding 
Officer concerned, on form APS 1124A (RECOMMENDATION FOR 
PROMOTION TO AUX. CAPT. AND ABOVE OR A/SGT/LT-IN-COMMAND). 
The two most recent evaluation reports for the ~ember 
must be attached to the APS 1124A. 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 recommendation by checking the appropriate 
captioned box, "APPROVED", or "DISAPPROVED." In 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 to 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. Itqwill consist of the 
Commanding Officer, Auxiliary Police Section, and/or 
police superior officers of A.P.S., and designated 
Auxiliary Police superior 6fficers. The Board of 
Review will meet at frequent intervals . 

AUXILIARY POLICE SECTION 
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NOTE: Notifications to appear before the Boa!d of Review will be 
made by the Auxiliary Police Section directly to the member 
c9ncerned. 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 of 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; 

AUXILIARY POLICE SECTION 
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DATE lSSl,E0 

5-1-89 

°RX:::::::URE No. 

AUXILIARY POLICE EVALUATIONS 

OATe EFF::CTlVE 

5-1-89 
RE,/ IS leN NL.'\ISER 

I 89 - 1 

3-12 

1 of 4 

PURPOS~ To evaluate the job performance of all members of the 
Auxiliary Police, and to place responsibility for 
evaluation within th~ member's cornnand. 

PROCEDURE Each Auxiliary Police Officer will be evaluated on 
for~AFS #9 (EVALUATION REPORT - A.P.O.) and each 
Sgt. and above on form ~FS #9A (EVALUATION REPORT -
A/SGT. & ABOVE) by a supervisor of higher rank, 
designated by the auxiliary commander, and who has 
sufficient frequency of contact and observation of 
per=orma~ce to properly evaluate the subordinate • 

. Auxiliary cor.~anders are evaluated by unit coordinator 
on form A?S #9B (EVALUATION REPORT - C.O.). 

APO's are evaluated once each year for the period 
May through April, with the following exceptions: 

,a. Me~bers with under one year of service, which 
is a probationary period, will b~ evaluated 'at the 
~~ of their first five-month and first ten-month 
periods. A negat~ve evaluation during the 
probationa~y period can result in terminntiQn. 
Subsecuent evaluaLio~s will be for twelve ~onth 
periods (May through A~ril). 

b. Members with over one year of ~ervice who 
receive a negative evaluation and ~emain in the 
progra~, will be automatically on probat~on fpr 
one year, and will be giyen follow-up evaluations 
at the ea~ or 'lnree and six months following the 
n8~~~ve evaluatior.. Failure to i~prove performance 
sat~sfactorily can res~lt in te=mi~a~ion. 

Members "lith the rank 0: sergaar.t and dbove are 
evaluat~c twice each year, for the periods April 
thro1.',gh September, and October through Hareh. 
Duri~g the first year following each promotion, which 
is a probationary period, a negative evaluation can 
r~~ult i~ demotion. 

In addition to all of the above, an Interim 
evaluation can be prepared at ar.y ti~e deemed 
appropriate . 

AUXILIARY FORCES SECTION 
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RATER 

RATEE 

RATER 

AUXILIA.~Y 

COMl"lANDER 

NOTE 

3-12 

AuXILIARY POLICE EVALUATIONS 

DATE ;SSlJEJ 

5-::'-89 
REViSION NLM5ER 

! 89 - 1 
PAGE 

I 2 of 4 

1. Conduct a personal interview wit~ the individual 
being rated, inforning a member whose rating is 
below standards how to imprcve performance. 

2. Complete captions for acceptance or'disagreement 
with the evaluation, date and signature. 

3. Give ratee a copy of the evaluation. 

4. Fon,ard the forkl to the unit auxiliary commander 
for review and endcrsemen~. 

5. Review evaluation, endorse, and :or.iard to unit 
c::ordinator. 

If re~uest for appeal is indicated, see Froc. 3-13. 

UNIT COORDINATOR 6. Review and endorse evaluation. 

NOTE 

i. I= the ratee's per=ormance is satisfactory, file 
t~e report in ratee's folder in his/her unit. 

8. Evaluate the unit auxiliary commander. Steps 1, 
2 and 3 (above) then apply. 

9. ,Present evaluation of aux. commander to the 
precinct commander for review and endorsement. 

At the borough level, the Aux. Police Program 
Supervisor may review and endorse the evaluation of 
the borough auxiliary commander. 

10. Forward t· .... o copies of the evaluation of the aux. 
commander, and two copies of evaluations of any 
other member whose performance is below standards 
in any category, to the borough coordinator. 

BOROUGH COORDINATORll . E~dorse evaluations received from precinct units. 

CO, p_FS 

12. Forward one copy of evaluations received from 
precinct units and one copy of the borouqh 
auxiliary commander's evaluation to the C.O., 
Auxiliary Forces Section. 

13. Make final determinatior. on 
boroush coordina~o~s . 

evaluations received 

AUXILIARY FORCES SECTION 
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.n.DDITIONAL A recommendation for REDUCTION Di R.n.NK can be made in 
DATA one of the following ways: 

A. After a member has been given. fair warning. 
has been told what his/her deficiencies are, has 
been told what'to do to cor~ect those 
de£~ciencies, and has net done so, a complete , 
report is requirec. and r:mst include the spec.ific 
dates that the member was so informed, and 
exactly what the member was told on each 
occasion. It is suggested that iIIlI:lediately 
a:te~ eac~ such persona: interview, the rater 
prepare a dated merno describing what was told to 
the member. The memo will be valuable in 
prepari~g a reco~~endati~n for reduction in rank. 

B. A member may be reduced in rank as a result 
0: discip~inary charges as described in Aux. 
Gt:ide Proc. 8-5. 

Positive evaluations for all members may be removed 
f~em'~he par~cnnel fjle a:·their unit and destroyed 
after twa years, excep~ that the flnel evaluation 
must be retained at the unit,for future reference. 

If member'.":; below standards performance improves, 
resulting in positive evaluations, then the neg?tive 
evaluation may be removed after two years and 
destroyed. If menber's performance does not improve, 
or if action is taken as, a result of a negative 
evalua~ion, such as a reduction in rank, then the 
negative evaluation must rel:lain as part of his/her 
file. Final evaluatior.s rnu~t be retained for future 
reference. 

A fornal evaluation must be used with the attitude 
that it is a positive training tool. It is used to 
show both s~rengths and weaknesses in an individual's 
perfornance. A cOwbination r.f the written evaluation 
and a private review o~ the evaluation with the ratee 
should be used to improve the performance of the 
individua: member, which then leads to improvement of 
the ur.it . 

AUXILIARY FORCES, SECTION 
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AUXILLlI.RY POLICE EVAIJUATIONS 

DATE ISSUED OAi~ t'F~CilVE Rt"':SiOr. NI.M=~R p~ 

~ __ 5-_1_-_8_9 ____ ~I __ 5_-_1_-_89 ____ ~I __ ~8~q~~~ __ ~I __ ~4,_O~f~4~ __ ~ 

A recommendation of termination is to be taken v'ery 
seriouslY, and must be justified in the evaluation. 
It reauires that the evaluator show that the member's . , 

performance was extremely poor, the memcer 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 
involved, but other members 0: the unit, all of whom 

,are watch{ng to see if good performance is recognized 
and poer performance corrected. 

Appeal of Evaluation - Proc. 3-13. 

AUXIL!ARY FORCES SECTION 
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P'\'X!::DURE No. 3 -13 

APPEAL OF EVALUATION 1 
DATE ISSUED DAiE i;Fi'EC7IVE 

j
'lE'I!SrON NUMBEr; 

89-1 
I PAGE 

PURPOSE 

PROCEDURE 

RATER 

AUX. C.O: 

NOTE 

5-1-89 ! 5-1-89 j 1 of 1 

To per~it a me~ber of the Auxiliary Police to appeal 
his/he~ evaluation. 

When a membe~ wants to appeal .a performance evaluation: 

1. Inform auxilia~y commanding officer. 

2. Schedule an inte~view with members concerned 
(rater and ratee.) 

If the aux. cor.~ander is also the ratincr officer, a member 
of the borough aux. staff, above t~e ra~k of A/Capt., will 
schedule the interview and serve as the reviewer. 

3. Attempt to resolve the appeal. 

RATEE 4. If appeal is NOT RESOLVED by above review, submit 
a report on Typed Letterhead within ten days to 
the borough coordinator. 

BOROUGH S. Review the matter by interviewing appropriate 
parties and exanining pe~tinent records. COORDINATOR 

NOTE 

6. Report findings in triplicate, as follows: 
a. ORIGINAL - to reviewer who will ·inform rater 

and ratee of findings: 
b. DUPLICATE - to member appealing; 
c. TRIPLICATE - to Personnel Director~ A_F.S., 

for inclusion in rateets PersonaL FOIder_' 

A member of the Auxiliary Police has the right to 
appeal the contents,' recor:nnendations or ov~~rall 
ratina of his/her performance evaluation, if cause 
fo~ appeal 'stems f~om: 
a. Factual error 
b. Rater's misin~erpretation of instructions 
c. Bias or prejudice on the part of the rater 
d. Evaluation is based upon eTHER TIDL~ 

performance factors . 

AUXILIARY FORCES SECTION 
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NOTE 

PERSONNEL 
DIRECTOR 

PRECINCT 
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BOROUGH 
COORDINATOR 

NOTE 

NO'!'E 

COORDINATOR 
OF NEr.-i 
COlA.l'1AND 

TRANSFERS 

~,.:;o; ~~ 

i 
• PlAoA: 

I 1 of 1 

1. Transfers of auxiliary members from one volunteer 
unit to another may b~ made in one of ,the follow
ing ways: 

A. Upon application by the member concerned; 

B. Upon request of the Precinct Commanding 
Officer concern~di 

C. Upon direction of the Corr~anding Officer, 
Auxiliary Forces Section. 

2. Request for transfer will be made on for~ AFS 
#34A (APPLICATION FOR TR;NSFER), bv the member 
concerned, and mailed directly to the Personnel 
Director, Auxiliarv Forces Section. All captions 
on the to? half of· the fo~ must'be completed. 

All coordinators are responsible for having blanks 
of form A?S #34A readily available for any member 
requesting one. 

3. The Personnel Director will forward a coov of 
the application to the coordinator of the· unit 
to which the member requests transfer. 

4. The precinct coordinator will complete 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 borough coordinator recommends 
disapproval, a report on TY?ED LETTE:!<.HEAD giving the 
reason for disapproval must be attached to the 
AFS #34A. 

The Commanding Officer, Auxiliary Forces Section, 
shall make the final aooroval or disa~proval of all 
transfer requests. Tr~;sfers will be-~ade effective 
on the fjrst day of a month, and published as such 
on Personnel Orders. As a result, a member will 
appear on only one (1) AFS #36 (MONTHLY ROSTE~) each 
month. 

6. 

I. 

Ueon receivinc notification of acoroval of the 
t~an5fer, theJcoordinatcr of the-~ember's new 
cor."t:nanc. will notify the :nerr~er. Duty can beg in 
on the effective date of the tra~sfer . 

Cirector will so notify . . 
~::e :ne!'J~e::- .. 
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AUXILIARY GUICE Procedure No. 3 -15 

DROPS, DISMISSALS OR RESIGNATIONS 

DATE ISSUED 
Jan. 6, 1992 

DATE EFFECTIVE REVISION NUMBER 
I Jan. 6,1992/ 92-1 

PAGE 
1 0 f 2 

To maintain an accurate roster of the Auxiliary Police 
Program by removing those members who are inactive or 
who wish to resig~. 

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

COORDINATOR 

NOTE If the member has not returned histher 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 memberts residence, place of employment, etc. 
Coordinators must make a sincere effort to obtain the 
shield and I.D. card from each inactive member. 

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

BOROUGH 3. Sign for.m(s) and give one (1) copy of formes) 
to Unit Coordinator as a receipt. COORDINATOR 

A. P. S. 
MEMBER 

C.O. , 
A. P. S. 

ADDITIONAL 
DATA 

4. Hand deliver the remaining two (2) copies of 
form ~ .. s) to t he Auxiliary Pol ice Sec t ion, along 
with the shield and I.D. card,if applicable. 

5. Sign form(s), retain .the original copy, and 
give one copy to the Boroug~ Coordinator as a 
receipt. 

6. Safeguard shield and I.D. card if returned. 

7 . Give final approval or disapproval to the 
recommendation of the unit coordinator. 

Continued membership in the Auxiliary Police depends 
upon obedience to orders, satisfactory performance 
of duty, good behavior and a.willingness to meet the 
required standards . 

AUXILIARY POLICE SECTION 

. , I 
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AUXILIARY GUICE Procedure No. 3 -15 

DATE ISSUED 
Jan. 6, 

DROPS, DISMISSALS OR RESIGNATIONS 

DATE EFFECTIVE 
1992 IJan. 6, 1992 

REVISION NUMBER 
I 92-1 

PAGE 
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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PURPOSE 

NOTE 

AUXILIARY GUIDE PRCC:oDUR::: No. 

DAiE ISSUED • 

11/21/90 

REINSTATEr-iENT OF FORNER 
AUXILIARY POLICE PERSONNEL 

DATE EFFECiiVE I 11/21/90 ,
RE V I S ION NUMSE R 

90-3 

'

PAGE 

3-16 

1 Of 1 

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. 

2.- If the member has been out of the program less than 
one (1) year, he/she oust receive the annual self 
defense in-service training befor8 resuming patrol 
duties. 

3. 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 me~~er must attend the following 
Basic Training Course sessions: 

A. Class #9 - The Law of Arrest 

B. Class #10 - Use of Physical and Deadly Physical 
Force by a Private citizen 

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

The instructor shall enter the member's name on the 
class roll call, and shall enter the dates and sign 
the appropriate caption(s) in the reinstatement portion 
of the A.F.S. ¥34 as verification that the required 
training was completed before the form is submitted to 
the Auxiliary Forces Section. 

An AFS #34 is not used to'end a leave of absence, or to 
restore a s~spended member to duty. 

4. If ~ember has been out of ~ne prog~am more than 
three (3) years, a new A.F.S. #1 (Enrollnent Card) 
mest be prepared, including ve~ification of residence, 
the F. B. 1. fingerprint for::1 must be submi ttec., and 
meniller must successfully complete the entire Basic 
Training Course again. 

5. The Precinct Coordinator will confer with the 
Borouah Liaison Officer to asce~tain the dates and 
locations at which the required training is scheduled 
so that the membe~ can be assigned to each specific 
class. 

6. 2einstatement is effective on the date that such 
status i~ aooroved bv the Cc®~andinG Officer, Auxiliary 
Fo~ces sec~ion, and the ~e~~e~ is i~sue~ a shield . 

AUXILIARY FORCES SECTION 
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DATE ISSUE:) 

AUXILIARY POLICE TESTIMONY 
AT PUBLIC HEARINGS 

3- J7 

DATE Er~:':j!VE REVISiON ~-2:; 

I I 1 of 1 ~------------~--------------~-----------,------~~~=------

All requests for Auxiliary Police members to appear at 
legislative or ac...'1linistrative :hearings concerning the 
official business of the Decartment 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 depar~'1lent spokesperson. 

--------... - -

AIIYII IACV C/"\CI""CC: C:CI""TII"\U 
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PURPOSE 

DEFINITION 

A. P. ME~.BER 
INJURED WHILE 
ON DUTY 

NOTE 

A.P. 
Sui?'ERVISOR 

• J - - .. ", 

LI~E OF DUTY INJURY -
AUXILIARY POLICE PERSONNEL 

I ~ "~:.::;N 1-a.JIoI!X~ 

I 
"iIVi 

1 of 3 

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

3-/ 'r 

ON DUTY - from the time the auxiliary member signs 
in on the roll call - A.F.S. #10 - to the 
time be/she signs out. Injury must be 
report~d I~~EDIATELY. 

1. 'If the injury occurs wi thin the sta tio'n house: 

a. Immediately notify the ranking auxiliary 
police supervisor present and the Precinct 
Coordinator. 

b. If the P~ecinct Coordinator is off duty, 
the Precinct Desk Officer wili be notified. 

2. If the injury occurs while performing field duty: 

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

b. If immediate medical attention is not required: 

1. request the a~xiliary police patrol 
supervisor to respond; 

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

3. If the coordinator is off duty, notify 
~~e P~ecinct Desk Officer. 

3. Request witnesses to remain at the location. 

4. Prepare in own handwriting, if possible, FIVE 
(5) copies of "Employee's Notice of Injury 
(Law Depart.-:1ent Form W.C.D. 23)" 

If member is incaoacitated, this fo~ will be 
prepared by the P=ecinct Coordinator, precinct of 
occurrence. 

5. Ensure that all notifications are made immediate
ly . 
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LINE O~ DUTY I~JURY -
AUXILIARY POLIC~ PERSONNEL 
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PCT. COORD. 6. Notify the Borough Coordinator a~d the Auxiliary 
Forces Section. O~ PRECDICT 

OF OCCURRENCE 

NOTE 

ADDITIONAL 
Dl-.T.z\ 

7. If member is not assicned to the orecinct of 
occurrence, notify th~ member's P~ecinct 
Coordinator. 

8. Ensure that an investigation is conducted, and 
that all of the following reports are prepared 
for for~arding to the Auxiliary Forces Section: 

a. FIVE (5) conies of "E."':1olovee' s Notice of 
Injury (W.C:D. 23)" - -

b. FIVE (5) copies of "E::.p1oyer's Report of 
Injury (C-2)" 

c. FIVE (5) copies of "E."':1ploye= 's Repor.-t of 
Inj.ured &-nployee' s Change in Employment 
Status Resulting From Injury (C-ll)" 

d. FIVE (5) copies of "Witness' Statement 
Injury to Member of the Depar~-nent (PO 
429-065)" 

e. ONE (1) copy 
(MV 104 AI.'i)" 

ONE (1) copy 
304-152)" in 

o~ "Police Accident Report 
IF VEHICLE IS INVOLVED, or 

of the "Aided Report (PD 
all othe= cases.-

When preparing these fo~s, enter the auxiliary 
membe='s permanent comrna~d and co~uand's address 
in the caption "address". 

f. THREE (3) copies of the precinct command log 
t=anscript. 

9. ForNard all copies of all reports prepared as 
per paragraph #8 to the A~xiliary Forces section 
WIT:iHl 10 DAYS. 

If the injured member is not assigned to the 
precinct of occu=rence, the coordinator of the 
member's permanent command will cooperate with 
the coordinator of the precinct of occurrence to 
ensu=e that all recuired reoorts are forwarded to 
.the Auxiliary Forc~s Sectio; wit~in 10 days . 
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DATE E FF:C7! 'IE 

3-/~ 

=.1,(;:; 
3 of 3 

Medical bills relating to the line of duty injury 
received by t!1e member will be forwarded by the 
member's coordinator to the Auxiliary. Forces section. 

Only original bills - NOT COPIES - will be fonvarded. 

Line of duty injury - A.P. Personnel (P.G. 106-25) 
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USE OF 
SHIEID 

PROCEDURE 

NOTE 

AUXILIARY GUICE 

AGXILIARY POLICE SHIELDS 

DATE ISSUE: 

1 of 1 

In order to readily identify qualified Auxiliary 
Police personnel in good standing and on active 
status, the Depart~ent issues, through the Auxiliary 
Forces Section, a distinctive seven pointed metal 
shield. The shie~ds for Auxiliary Police Officers 
and Sergeants bear an identi:ication number. Those 
for commissioned officers a~e unnumbered. 

The metal shield is issued to be worn as part of the 
regulation blue uniform while on duty, for identifica
tion purposes only. It does not car~y with it any 
special peace officer or police of£ice~ powers; nor 
does it imply any special i~~unities or privileges. 
Ma~ers who use, or atta~pt to use the shield for 
any reasons other than t~at for which it was issued/ 
can face disciplinary charges and possible dismissal 
trow the Auxiliary Police. Unlai.;ful use of the 
shield, such as presenting it to gain free access to 
public t~ansportation, can result in arrest of the 
membe~. 

To receive t~e shield, volunteers must make a $5.00 
deoosit in either cash or a check, or money order 
made payable to the "Police Department, City of New 
York" • 

Upon his/her termination of service, or loss of 
active status for any reason, t~e shield must be 
returned to Precinct Coordinator. The Precinct 
Coordinator will then forNard the shield accompanied 
by the properly completed fo=ms, to the Auxiliary 
Forces Section. 

wnen the shield has been reblz'ned, the member IS 

deposit will be returned bv mail ~~rouch the Audits 
and Accounts Section of th~ New York CIty Police 
Departlllent. 

It is imoerative that the ne'N Auxiliary Police 
Officer unde~stands t~at h~/she is only being loan
ed the shield, and is not buying it. 

r,1emeers in the ranI( of Sst & above on Dept. business, will 
.[:e ab..itted to Police HdC1"' ...... "= wibout first going through the 
screenina devices, upon display of their shield and 1.0. 

J .. - • I 

car:::. The I. D. card must 1:e won at. all tJ.Ines on the nerncer s 14 
out.er garwent. wnile inside Police Hd~rs. (Dir. #7, s. 1988) ) v ~9-
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AUXILIARY GUIDE Procedure 3 - 2 a 

DATE ISSUED 

Jan. 6, 

LOST, STOLE~ OR RECOVERED AUXILIARY POLICE 
SHIELDS OR IDENTIFI9ATION CARDS 

Page 
1 of 1 

DATE EFFECTIVE REVISION NUMBER 

1992 I Jan. 6, 1992' I 92-1 

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

1. Rep~rt the loss or theft of credentials to the 
precinct of occurrence. 

2. Notify his/her precinct coordinator without delay. 

PRECINCT 3. Verify that a COMPLAINT REPORT has been prepared. 
COORDINATOR 

NOTE: 

ADDITIONAL 
DATA 

RELATED 
PROCEDURE 

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

5. Verify that an alarm w~s transmitted, if the 
shield is numbered. 

6. Prepare and forward a report on TYPED LETTERHEAD 
to the C.O., 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. the Alarm number, if appropriate; 

e. a recommendation ~egarding disciplinary 
action. 

Leaving a shield in an unattended motor vehicle is 
considered negligence. 

Reports of lost or stolen credentials will be 
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.O., Auxiliary Police Section. A PROPERTY 
C L E RK 's I N V 0 ICE ( P D 5 2 1 -14 1 ) is. not r e qui red in 
such cases. 

Patrol Guide Procedure 118-13, p. 3 

AUXILIARY POLICE SECTION 

.. _-----.- - .- - "/ 
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AUXILV.RY POLICE ORDERS SYSTD1 

DATE ISSU£Q 

PURPOSE 

PROCEDURE 

BOROUGH 
AUXI:L.:;:.~RY 

POLICE 
COORDINATOR 

PRSC!)1CT 
COORDINATOR 

BOROUGH & 
PRECI)1CT 
COORDINATOR 

PURPOSE 

NOTE 

PURPOSE 

1 of 3 

To dissemi~ate procedure, instructions and information 
to auxiliary police cOIT~ands 

Upon receipt of an order issued by the Auxiliary 
Forces Section: 

1. Examine and comply with contents. 

2. Asce=tai~ that a su::':icient ntL-:t.::e= of copies for 
all commands have been received. 

3. Recuest cocies 0:: missinc orde::s from the 
Auxiliary Forces Section: 

4. Dist::ibute copies to all au:dlia::y police commands 
within assigned borough. 

S. E."<amine and comply wi.th contents. 

6. Asce=tain that a su=::icient nur.~er of copies have 
been received. 

7. Request copies 0': missing orders from Borough 
Coordinator. 

8; Ensu=e that all a~ciliary police supervisors 
(Sergeant and above) initial each order within 
each b~nderr to indicate that ~~ey have read it 
and are aware of its contents. 

9. Ensure that Auxiliary Police Of:::'cers are inform
ed of all matters of interest and importance 
du=ing roll call t=aining and/or in-service 
t::aining sessions. 

TYPES OF OReERS 

DIRECTIilES 

To establish policy and desc=ibe procedures for the 
uni::o:-::l operation ar-;d pe=::or:nance 0:: the .i:l.uxiliary 
Police Progra:n. 

A di=ective may only be amended or revoked by a sub
sequent directive. 

PE?SONXEL O?.D:::R 

To announce appoint~ents, assig~~en~s, promotions, 

."'-1111 .a_ ... - ..... ____ ----.- ... 
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transfers, suspensions, resignations, reinstatements, 
dismissals, deat~s, leaves of absence, recognition, 
and dispositions of disciplinary action. 

Upon receipt of a ~ersonnel Order, Auxiliary Police 
Coordi~ators will ensure that personnel records and 

-files are updated accordingly. 

BULLE':'IN 

To announce i:l.for:nation of general interest to 
;"ux~liary Police members. 

TE:,!POR.:"RY PROCEDURE ORDER 

To implenent procedures or announce programs of a 
temporary nature . 

. ~ Temporary Procedure Order expires on the "Inactive 
Date" whic~ :.s i:1dicated o~ the lower portion of the 
order. 

TR~INING E"::LLETIN 

To trai:1 Auxiliary Police me.'1tbers in new or revised 
procedures, or to review matters of special impor
tance. Also used to advise members of up-corning 
training courses. 

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

~..,ne:l. a:1 .Auxiliar., Police Of:::icer attends in-service 
trai:1ing, the DATE and SUBJ::::CT presented will be 
entered in the "RE::'1.:;"~T{StI section of t..~e individual's 
D1U:::"Y TDlE ~COP-D. 

H;'.'::::NTENl>.NCE OF ORDERS 

To standardize the procedure for maintai:1ing 
Auxiliary Forces Section Orders at au."<iliary police 
corn.-nands. 

ll .. u.xiliary Police Coordinators shall ensure that 

AUXILIARY FORCES SECTION 
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orders are maintained as follows: 

1. A~{iliary Forces Section Directives, Personnel 
Orders, Temporary Procedure Orders, Bulletins 
and Training Bulletins are consecutively number
ed, beginning with the number one ~l) on 
January 1st of each year. 

2. POSTING - Upon receipt of an A.F.S. Order, it 
shall be posted on the bulletin board for 30 days, 
or as other\vise indica ted. 

3,. BI)1DERS - Orders will b~: placed in their respect
ive binders wit.~ the lowes-.:. numbered order on the 
bottom. 

A~{iliary 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 rec;:uir-ed for Personnel Orders. 

The Index shall be headed: 

ORDER # DATE (of Dublication) SUBJECT 

S. AT THE END OF ~.CH YEP.R: 

A. The following orders shall be filed within 
each command until other't.Tise directed by the 
Commanding Officer, Auxiliary Forces Section: 

l. 

2. 

3. 

B. 

l. 

2. 

Directives 

Training Bulletins 

Personnel Orders 

Unless otherwise indicated the following 
orders will be DESTROYED: 

Tempora~l Procedure Orders 

Bulletins 

AUXILIARY FORCES SECTION 
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To kee~ rneIT.~e=s cognizant of changes within the 
program. 

Upon receipt of a revision issued by the Auxi1ia=y 
Forces Secti.on: 

1. Asce=tain that a sufficient nlli~ber of copies 
. fo= all cor.~ands have been received. 

2. Distri~~te copies to all auxiliary police 
cc~~ands within assigned borough. 

3. Update co;n.~a::c.'s A~xilia=y Guide as pe= revision. 

4. A==rise all me~e=s within co~~and, through 
roll call and in-se=vice training of changes 
t~at effect them . 



• 

• 

AUXILIARY GUIDE PROCEDUR~ No . 4-1 

GENERAL REGUL.n.TIONS 

DATE EFFECTIVE PAGE DATE ISSUEU 

11-21-90 I 11-21-90 I
RE V I S ION NU~\eE R 

90-3 I 1 of 4 

1. Members of the Auxilia...ry Police shall Nor fOssess 
or carry on ~~eir person a pistol or other firearm 
while on duty or any time while in A~~liarl 
Police uniform, irrespective of the fOssession of 
a pistol license. This restriction does not apply 
to those members who are listed under Section 1.20 
of t.~e Criminal Prccea.ure Law as peace officers. 
"They may carrj "t.:.1.eir prescribed firearm in uniform, 
but it must be cmc::..LE::). 

2. The authorized uni:orm for members of the .ll.uxiliarv 
PoEce will be wor:: only while per:om.ing assigned 
Auxiliary Police dt:ties or travelli.r1g between 
me::-ber's residence a11d precinct or location of dut~·. 
How"ever, me:L1bers designated Aewinist:-ative Duty 
Only may not trave~ i.r1 ~~form. 

3 . Me:-~ers of "t.:.~e iI.mc.liary Police may ride, for free, all 
M. T .• :l.. bt.!se~ a::d sw.vays wnile in unifo:Gll whe.11 travelling 
bet.·;een me,ber' s residence and precinct or location of duty. 
He,lever, t.':ose menl::ers designated Ad:cinistrative Duty Only 
may NOT t:-avel in t:.""'.ifoL.\. 

4. Au.:-:iliaries, regarc.::'ess of rank:, shall not perform 
any ty:-ve 0::: assig:r..ent in civilian clothes, wi t.~out 
"t.:.1.e pe.rmission of t.~e Police Co~ssioner, ~~ief of 
Patrol or Comna.'1ding Officer, Auxilia...ry Forces Section. 

5. No member of t.~e At.:.xiliary Police shall visit a 
residence or place of busL'1ess for t.~e pt.!rpose of 
interJiewing any person or conducting an investigation 
pertaining to crir.~ or ru"y matter necessitating 
r::olice investigatie:1. 

6. In order to mcinta':'~ integrity a'1d present a professional 
image, Auxi~iarj Pelice personnel mt.!st abide by Auxiliary 
Police Rt.!les ar,d Re;~lations, and N.Y.S. and City Laws, 
ru~ endeavor at al::' tL~S, to bri~g credit ufOn the 
Aux:'liar~l Police Prcgrar;-, and the Police Departnent. 

7. No me~r of t.1.e Auxilia.rj Police shall disclose or assist 
in or pe~it t.1.e disclosure of a'1y information concerning 
t.1.e .:..u;.:iliary Police of any me.'T'ber t.1.ereof, and no member 
shall give out a'1Y i~formation for publication or ot.~er 
publi.c use vii bout 'tiri tten permissio!1 0: the ccrrrna.nding 
Of:icer, Au.:<:"liar./ ?orces Sectio~. 

8. No·rr.e.::ber 0: the ~.~ .. :.;.:iliar" Police s:-.a2.1 ccmrr;u;u.cate in - . 
VITi. t.:.:1':: '9"'~:' -:.:-~ a -:."/ CC·ier:--... '7:el1 tD.2. ac:e:-l.c·,', or::a:""~za t':'or: I 
-.-=",~~;; .... ;o~ 0"" "~;;,",:-~".-, conce;:'-i~::' ~~",JCY"i""'" or a .............. ~_ ........ ~ __ l.. .... .l.. .............. __ -c:._ _ ... _ .. l::; '--"~-f _..L.....I_/ 

ot::e::::- matt.er- 0: FC':':'c:e bl!siness or i:-.. :.erest ot...~e!:" t.:~a~ 
tc c C~~~~~~~ O::~~~r 0: t:.e res~:a~ pG~ice farce. 

AUXILIARY FORCES SECTION 
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9. 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. 

10. 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 donation to 
the First Deputy Commissioner. (See Department 
Interim Order #87, dated 11-19-91, for details.) 

11. 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. 

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

13. 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. 

PERFORHANCE 1. 
ON DUTY 

Perform all duties as directed by competent 
authority. 

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

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

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

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

6. Use numerals when entering dates on department 
form s, e. g ., 8/1/92. 

7. Use abbreviation "Do" for ditto. 

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

9 . Maintain department property issued or assigned 
for use in serviceable condition. 
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PROH!BITED CONDUCT 

1. Consuming intoxicants while in uni.form. 

2. Bringing or per~itting an intoxicant to be 
brought into a department building, facility, 
booth, boat, or vehicle. 

3. Ente=ing premises se=ving intoxicants while on duty. 

4. Ca==ying a package, umbrella, cane, etc., while 
in u~i=o~, except in performance of duty. 

5. Recommencing use of pa=ticular business, pro
fessional or co~~ercial service to anyone except 
when transacting pe=sonal affai=s. 

6. Steering business, professional or commercial 
pe=sons to a prospective client requi=ing such 
services except when t=ansacting personal affairs. 

7. Consenting to payment by anyone to regain lost or 
stolen proferty or acvising such payment. 

S. Riding in any vehicle, other than a depar~~ent 
vehicle to which assigned while on duty. 

9. Using department logo. 

10. Engaging in card gfu~es or other games of chance 
in a department facility. 

11. Smoking in public view while L'1 uniform'. 

12. Engaging in conduct prejudicial to good order, 
efficiency or discipline of the Police Depar~~ent 
or the Auxiliary Police Prograo. 

13. Divulging or discussing official Police Depart
ment business, except as authorized. 

14. Rende=inc an'! service for private interest 
which interf~res with prop~= pe=formance of duty. 

15. Possessi:1c or disDlavinc l>.uxiliarv Police shielc, 
ide:1tific~tion carc ;r ~imila= c~Ject except as 
authorizec by the Police Commissioner. 
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1. Obey laT,."ful orders and inst=uctions of supervising 
officers. 

2. Be punctual when reporting for duty. 

3. Keep depar~~ent locker neat, clean and secured 
wi th cornbina tion lock (,vi thou t id,entifying' serial 
number) that conforms to Ecuioment Section 
specifications'. - - , 

~. A~~ix Locker Sticker (misc. 1261) to assignad 
locker with rank, name and shield number of all 
members assigned to the locker. 

5. No contraband, unauthori=ed esuipment, or 
valuables wi2-l be stored in any depar~'!lent locker. 

6'. Depar~~e:1t lockers mav be insnected in connection 
with an official inve~tigation. Permission from 
the memberls assigned is 'not needed. 

1. Give name and shield nlli~er to .anyone requesting 
them. 

2. Be courteous and respect:ul.· 

1. Tender a~d return hand salute as prescribed by 
u.S. A~y regulations. 

2. Salute: 

3. 

4. 

S. 

A. Police COillmissioner or Deputy Commissioners in 
civilian clot~es. 

B. 

C. 

Supervisory officer in unifor:n. 

United States flag as it passes. 

Salute flag when National P~,them is played. If 
flag is not visible, face band, etc., and salute. 

Supervisory of:icers returrl salu-tes promptly. 

Salute is not reauired at larae assemblaaes ex
cept when addres~ed by or add~essing sup~rvisory 
officer. Salute not resuired if it interferes 
with police duty. 

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

AUXILIARY FORCES SECTION 
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UNIFORMS fu~D EQUIPMENT 
G2NER~ REGULATIONS 

DATE ISSUED DATE EFFECTiVE 'REVISiON Nl..t-1SE= PAGE 

UNIFORMS 

SHIELDS 
NAL'1EPLATES 
I. D. CA?DS 

I , 
, 1 of 2 

1. Maintain at· own expense articles prescribed for 
rank, position or duty. 

2. Do not modify prescribed uniforms in any manner 
except as specifically authorized'by higher 
authority. 

3. Do not wear oistinguishable items of the uniform 
with civilian clothes. 

4. Do not wear uniform,: shield or disiJlav identifica
tion cards while participating in ~ r~lly, 
demonstration or other public assemblage except 
as authorized by the Comrr~anding Officer, 
'Auxiliary Forces section. 

5. Wnile performing duty wear the unifor3 of the day 
as specified by the Commanding Officer, Auxiliary 
Forces Section. 

6. Seasonal uniform changes will' be made as directed' 
by the Commanding Officer, ;~u..'{iliary Forces 
Section. 

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

8. Do not wear gloves or suspenders when summer 
blouse is removed. 

9. Wear authorized breast: bars at all times while 
in uniform. . 

10. Wear medals, ar.l,d· autho.rized insignia at depart
ment meetings, ceremonies and while marching in 
parades. 

11. Do not wear ear:tings or other adornments, while 
performing duty in uniform. 

l. wnile in uniform, wear shield at all times on 
the outermost garment. 

2. Wear nameplate ~ inch below and centered under 
shield on outermost ~;ar:nent. (Do not wear 
nameplate on raincoat) . 
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3. Display shield or ID card prominently on outermost 
garment when wearing civilian c10thers in any 
depar~~ent facility. 

4. Present both shield and identification card when 
necessary to e·stablish identi:ication. 

AUXILIARY FOR~ES ~1=r;TlnJ.J 
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All Auxiliary Police members performing patrol duty 
are required to carry or wear the following equipment, 
as appropriate: 

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

2. Memo Book Cover and Memo Book. 

3. Regulation traffic whistle and belt whiistle holder. 

4. Pen a~d pencil holder with pen. 

5. Baton - 2~ to 26 inches in length, l~ inches in 
thickness, locust or hickory wood, with leather 
tho~g. It is mandatory during the hours of 1600 -
0800 and at all times when assigned to R.:."1P duty. 
(It r: .. a~; be carried ,"hile in uniform going to and 
froE your horne), as per A.F.S. Directive #19, 1981. 

6. 3atcn Holde~. Baton must be kept in its holder 
unless needed. Exceptions, wtile patrolling on 
horseback, scooter, or in a R.~.P. 

7. Reflective belt (1500-0800). Hust be worn when 
directing traffic at night cr during inclement 
weat::er. 

8. Serviceable Flashlight - all tours. 

9. Servicea~le wat~h, properly set. 

10. ~ahle=lates, silver with black lettering for APO's 
and Gold for supervisory officers, 2~ inches x 
5/8 inches. Nameplates shall be wor~ ~ inch 
below and centered beneath the shield on all 
uniformS (outermost garment)· with the exception 
of tte raincoat) . 

AUXILIARY FORCES SECTION 
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DCi"I'Y UNIFORI-1 

REGL'L..;'!'ION H.u.T 

SCOQTE? COAT 

SHI~ 

TIE 

TIE CU\S? 

BELT 

DliTY TPDUSERS 

SHOES / SCC'\S 

UNIFOR.'1S AND EQUIPMENT MUST CONFOFN WITH 
EQUIP~~ SECTION s~~rFS 

AUXILIARY PC-LICE OFFICE.'l. 

Na\y blue, black strap and ~~orne ~~~umbered cap device -
Hat may be rerroved while in depar:;"e..~t vehicle on RMP 
duty I but must be worn squarely on head when not in 

h' 1 Ve!.l.C_6. 

with A~xiliarJ Police arm patch a==~~ed to right 
snoule.e:!:'. 

Worn on out8-'>"1TOst g2.-r ment, ce..~tered l:! ind1 below 
shiele. (do not wear nameplate on :!:'aincoat). Narre
plates for FOlice officers are wr":"te metal; ranking 
of=ice:!:'s will wear yellow metal. 

Blue, n.::..li tar..:' tn;e wi t..J." Au..xilia:::-.,:' Pol.:ce 2.-'1n 
patc~ ~f=~{ed to right shoulde:!:'. 

Nav-y blue, brea..' __ -away type. 

Regulation P. D. 

Blac~ leat..~er, l~ inches wide wi~, gun-metal 
buckle. 

Na'lrJ bl'Je, dacron and rayon, wit." ~ ~'1C~ braie. 
attac:-.ed. 

Blad::, plain, srroot.'1 leat.'1er, la.ce-t::...r:.:e shoes 
wit.~ fla~ soles a~d raised rubber heels or black 
leat.'1er, lace t~?€. 

"Re£e:!:'ee" style shoes, leat.~er jo;g1-'19' shoes, 
snea~e~s, or stees wi~, visible le~tering are 
prohibited. 

COlJ..AR mSlGiD. Cornnane. on right and Auxiliarj Police :'9Ee on 
left side. This shall be worn on ot:ter g2.-r:nent q '3 -/ 
by all ra:"'J-:s 

AUXILIARY FORCES SECTION 

89-: 
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SERGEA.NT 

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

REGULATION a~T Gilt (gold) cap device (without shield number) and 
gilt (gold) chin strap. 

INSIGNIA 
OF R.A.."lI< 

INSIGNIA 
OF R.A.."lK 

INSIGNIA 
OF R.l\.NK 

INSIGNI.:;' 
OF R.llliK 

INSIGNI.:;' 
OF R.l\NK 

Three (3) pointed stripes, wo~n on sleeve~ of: 
i\.. ALL shi.::ts 

B. Scoote.:: coat 

Uni£o~ is the same as required for Sergeant EXCEPT: 

Gilt (gold) bar, worn on: 

A. Shoulders of scooter coat 

B. Shoulders of regulation blue shirt 

CAPTAIN 

Uniform is the same as required for Lieutenant, 
EXCEPT: 

~vo (2) gilt (gold) bars, worn in ~~e sw~e manner 
as Lieutenant's insignia. 

DEPUTY INSPECTOR 

Uniform is the same as required for Captain, 
EXCEPT: 

Gilt (gold) oak leaf, to be worn in the same 
manner as Captain's insignia. 

INSPECTOP. 

Uniform is same as required for Deputy Inspector, 
EXCEPT: 

Gilt (gold) spread eagle. 

AIIYII IACV C("IC("'CC:: C::C(",TII"IU 
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JAC~:::::T 
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HE Ll>1E T 

BOOTS 
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AUXILIARY HIGhwAY UNIT 

Same as for Auxiliarv Police Officer, except wire 
grommet is rewoved and visor is longer. 

P.D. Regulation 

Highway Patrol co~~and e~lcm on left sleeve. 

Black horsehide leather with shoulder straps, 
regulat~on gold buttons and removable liner. 
Worn with Sam Browne belt (without shoulder strap), 
and unifcr~ shirt and tie. 

Same as Auxiliary Police Officers, except fitted 
waist, wor~ with Sam Browne belt . 

. AUX::LL~Y EHERGE:1CY SE~V'ICE FORC::::: 

Navy blue whipcord, th~~ tip length, with lining, 
zipper and side vents. To be worn with uniform 
shirt and tie. 

The rest of the uniform is the same as Au.. .. dliary 
Police Officers. 

Same as Au..~iliary Police Officers with the follow
ing exceptions: 

Hust be worn at all times by members performing 
Ear~or Patrol duty. 

Al~ILI~~Y MOu~TE~ UNIT 

Same as .:;'t:,xiliary Police Officers with the follow
ing exceptions: 

(Joc.phurs) Blue 

Recuirec. when riding, otherHise eight (8) point
ed-cap wi~h gold band. 

Black lea~hei riding boots 

AII'IIIIAOV cr"lo("'r:e eeo,...,.'''' ... 
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NAMEPLATE 
HOLDER 

PROTECTIVE 
VEST 

SH::::RT 
SHORT SLEEVE 

EAR MC"?='S 

TURTLE NECK 
INSERT 

SRI?T 
LONG SLEEVE 

HA:·mCUFFS 

SUlvflER 
BL O~1 SC-

MULTI
SEASONP-.L 
DUTY JACKET 

WHITE Sr:IRT 
LONG SLEEVE 

~) • .'''!" •. '3-4 

OPTIONAL UNIFO:S'! ITE:'!S 
AND EQUIP~!:::~T 

Black leather designed to affix shield and name 

Meeting department specifications 

Blue - may be worn by AL:' .:'.uxiliary members in place 
0: long sleeve uniform shi:=t. Tie may NOT be worn 
with this shirt. Undershi:=t MUST NOT be exposed at 
co::ar. Not to be worn wi~h the summer blouse. 

Navy blue, tropical worsted, with lightweight pe:=
fc=ated frame, for all Auxi!iary members ONLY 
du:=ing summer months. 

Black wool, head band type 

Navy blue, Auxiliary membe:=s performing patrol duty 
mav wear this item ONLY with the ~cooter jacket 
du=i:1g the winter season. l'ihen perfor:ning duty 
indoors, the insert will be removed to expose the 
uni:or:n sh~:=t and tie. 

B!ce, tropical worsted. May be worn in clace of 
re~~lation shirt by mounted and highway ~uxiliary 
members. 

Raincoat and rain gear, regulation. 

Auxiliary members are permitted to possess handcuf=s 
on or off duty as per section 10-147 subd.S of 
Chapte:= One of the Administrative Code 0= the City 
of New York. Only handcuffs approved by the Equioment 
Section are~authorized. They must be carried in ~ 
handcuff case. Belt loop handcuff holders are NOT 
authorized. 

Navv blue with reculation cold buttons and shoulder 
st=~=s: Worn witS regulatIcn uniform shirt and tie. 
Blcuse may be altered by tailor, at wea:=er's dis
c:=etion, to allow for vents along the side seams. 

Navy blue with rain, spark a~d snag resistant nylon 
oute:=shield, high visibility, self-sizing, winter 
li~e~, detachable for collar a~d hidden hoed. 

May be worn by Au:<i.lia:=y Lie1..:te;-,ants a-!'!d above, 
U "c'-~ ~he su~me~ b'o"se O~·~ w~e" m~pr~;nc :n a .. c-: '-., .... " __ "', t.L." .. c. __ ... _ _ .!.', 

ca:=ace 0:= whe~ aDcea:=l~C a~ a cere~on~ hcnc=~ng 
m·A-~~p= 0= ~he ~~~;l~~~:/ On" 'r= s"C~--lS a cP~dua-_ ••• ___ .... _ l.. ... /"".1..0. .... __ ...... _ .... _v ____ , u ... C _-\".A 
t~~~ c= a~ award ce:=e~ony. Ce=e~onia~ G~i~5 may 
wea= w~~te sh~rt rega:=~less ~~ ra~~, u~~e= ~he 
st:::-_-.e~ t:",.:use .. 
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GLOVES 

TROUSERS, 
Sr:l·D1:::? 

TROGS:C::RS, 
WD1':'ER 

J;'.CX:::T, 
E:1E?GE~CY 
SERVICE 

CA.?, 
UT!LIY 

CAP, 
DEV:CE 
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Grev Leather - mav be worn with scooter coat or 
duty jacket except when impractical, \I'hen safety 
may be jeopardized or while in depar~ent vehicle. 

White Cotton - may.be worn by auxiliary members on 
traffic duty or at a ceremony honoring a~~iliary 
members. NOT to be worn with scooter coat, duty 
jacket or while carrying baton, with the exception 
cf traffic d~ty. 

Navy blue, lightweight, tropical worsted - may be 
wcr~ by .~L auxiliary members. 

Navy blue whip cord - may be wcrn by ALL auxiliary 
members 

ACXI:"IA.?Y E:-1ERGE),1CY SERVIC::: FORCE 

ON:"Y to be worn by members of the Auxiliary 
&~ergency Service Force 

Navy blue utility cap with a reduced-size version of 
the Auxiliary Emergency Se=v-ice shoulder patch 
affixed to the front of the cap. 

A'CJXILI.:l.?Y MOUNTED UNIT 

Hemo Pouch 

Hounted Baton 

Laniard - to be worn only at ceremonies 

A.P.O. 's may wear 
be purchased from 
letters "AP" must 
device. 

a numbered cap device which can 
a private supplier. However, the 
precede the numbers on the cap 

Rev. 89-1 

"i-lHITE S'nIRT Auxiliary Captains and above may wear the white 
WITH long or short sleeve unifor~ shirt with epaulettes 
EPAGLETTES with or without the summer blouse. A plain white 

shirt mav be worn with the summer blouse. Auxilia=y 
Police i~signia 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 t~e outermost garment. 
When attending meetings, conferences, ceremonies, 
and similar events, long sleeve uniform shirt and 
tie and/or summer blouse, as appropriate, will be 
;vorn. " 
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1. Primary duty will be as an Auxiliary Police Coordinator. 

2. - Schedule hours to confo~ to the ~atrol duty sch:dule 
a: tl1e unit. 

3. - Coordinate A~~~liary Police activ~ties within the 
comma:1d. 

4. Cor:tinually recruit ne'."" mernbers i:1to the progra.~. 

5. - I:1ter"V~e',.;, er:r~ll, fi:1ger?ri:1t ar:d investigat'e ne',.; 
a::plicants. 

6. - Cor:duc~ cer:f~dent~al investigations 0: new applicants 
i: necessary. 

i. Cenduc": at least bJO (2) Basic 
per year witl1 a rninimlli~ 0: ten 

Traininc classes 
(1(J) recr-~its in each. 

8. Ensure tha~ all enrollment 'packages are completed 
and su=m~tted to the ~~i~iary Farces Section by 
the 4th. class of the Basic Training Course. 

9. Inscec~ members at roll call, make assigTh~entsr 
i:lfor::t the!:1. of current orders and conduct roll 'call 
t=aini:lg .. 

10. Schedule i:l-ser-v~ce trai:li:lg classes as deter.nined 
by the need~ of the command. 

II. Du=in~ July of each year, L~spect the driverts 
license of eac~ qualified vehicle operator to 
ascertain t..'1at the license is a valid and up-to
date New York State driver's license. 

12. E:lsure t..'1at t=e shields and identi:ication cards of 
me~bers leaving t..~e Program are re~urned and 
':or;.;ar::'ed. to t..':.e Auxiliary ::'orces Sectian_ 

13. Sa:eguard and. maintain all esuipment and supplies 
assicned. ':ar au.'Ciliarv colice use. Includes: 
port~ble radies, vehicles, rescue truck and 
esuipment, training manuals, etc: 

14. Cenfer fresuently wit..~ t..~e Precinct Commander 
a:'.d the At:.xiliary Police Ccmrna:1ci.ng Officer con
cerninq theper:orillance and utilization of 
r;erson::..el . 

AUXILIARY FO~C~S ~:::CTIO~ 
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15. - Maintain liaison with the Community Affairs Officer, 
Crime Prevention Officer, Planning Officer and 
Auxiliary Forces Section Liaison Officer to ensure 
mutual cooperation and support. 

16. - Foster a close working relationship between Police 
Officers and Ac~iliary Police personnel. 

17. - Assign Aux!liary Police Officers to tasks which 
ASS:ST regular Police Officers in providing service 

18. - Ensure that t~e hours performed by members are 
, accurately recorded. Check time records for 
me~bers' activity on a monthly basis. 

19. - Send an A.P.S. #36 (original copy) directly to 
Auxiliary Porces Section by the 5th day of the 
succeeding month. 

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

21. - Haintai:l high morale and "esprit de corps" within 
t~e unit. 

22. Recommend qual!fied members for awards and pro
motions. 

23. - Ensure that disciplinary matters are processed as 
per A.F.S. procedures. 

24. -, Develop innovative programs within Depar~~ent 
Guidelines to generate interest and enthusiasm. 

25. - Ensure that auxiliary'police mobilization plans 
are up-to-date as to their duties and responsibil-
~ ..... 
l.,-~es. 

26. - Instruct all auxiliary police ma~ers on 
mcbilization plans. 

27. - Confer with the Precinct Commanding Officer and 
the planning officer to develop plans for optim~~ 
use of the auxiliary police in the event of an 
e~ergency. 

28. - Test mobilization plans by holding periodic 
simula ted e:(ercises where members are notified to 
renort to the Precinct or other location at a 
desicnated time for emercencv assicnment. J ~ _ J 

AUXILIARY FORCES SECTION 

...... _-------. 
--------------------------~ 
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AUXILIARY POLICE PRECINCT COORDINATOR'S 
DUTIES AND RESPONSIBILITIES 

DI-\TE ISSUED DArE EFFECiIVE .RE'IISLDN NUMBER 

F e b~. 1 2, 1 9 9 3 t Feb. 12, 1 9 9 3 I 9 3 - 1 
);,AGr.. 

29. 

30. 

31. 

32. 

RELATED 
PROCEDURZ 

3 of 3 

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

-Ke8p Operational Procedure Manual for Auxiliary 
Poli~e Coordinators up-to-date. 

-Conduct annual three hour classes in the Use of 
For8e 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 
y (~a r) . 

Auxiliary Police Program - Administrative Guide 
316-28. 

AUXILIARY POLICE SECTIO~; 
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PRECINCT Rfu~K STRUCTURE 
AND DUTIES 

DATE :FFECiiVE 

1 of 2 

A~xiliary Commanding Officer - is a volunteer citizen 
duly appointed in accordance with these Rules and 
Regulations and assigned i~ command by the 
Commanding Officer, Auxiliary Forces Sect,ion, and 
who has authority over and responsibility for the 
A~xiliary Police unit to which assigned. 

A~{iliary Executive Officer - will assist the 
Auxiliary Commanding Officer in his duties. 

A~<iliary Operations Lieute~a~t - will be assigned 
in command of the outgoi~g platoon. Prior to the 
assig~~ent of members of the outgoing platoon, he 
will inspect each member to ascertain L~at each 
is properly equipped and unifo~ed and given 
instructions as may be necessary. He will then 
post the platoon and be particularly charged wi~~ 
exacting ~~e proper preformance of duties by 
a~xiliary patrol personnel under his supervision. 

A~xiliary Perscnnel Officer - will assist in the 
acministration of the unit. 

A~xiliary Patrol Sergeant - is charged with exacting 
the proper performance 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 a~xiliary officers in the discharge 
of their duties and shall report any' dereliction 
of duty on L~eir part to his Commanding Officer. 

A~<iliary Police Officer - in L~e performance of 
patrol duty, shall 

1. be alert and observant of any suspicious 
or out-of-the ordinary situations. 

2. carefully inspect his post and note 
conditions which require regular police 
attention. 

3. promptly and accurately report situations 
which require police response. 

4. Notify "Central" via portable radio when 
a person's life is in danger or when a 
cr~~e is being cor.~ittec. 

AII'X'I! IACV Cf'\Of'CC:: C:C'I"''T'lt'"IU 
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call 911 in other E~SRGE~CY situations. 

promptly obey all lawful orders of a 
superior officer. 

abide by all Auxiliary Police Rules and 
Regulations. 

Commanding Officers of Pat::-ol Boroughs may authorize 
assignments of Auxiliary Po~ice Officers on active 
cuty to posts or details withi~ their respective 
Boroughs. The Police Commissioner, Chief of Patrol, 
or Commanding Office::-, Auxiliary Forces Section, may 
authorize assicnrnents of Auxiliarv Police oh active 
duty to posts or details within the city . 

,~ ........ -.. ,--"", .... -"'''''''-~ 
-- --
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Members of the Auxiliary Police who are approved for 
an Active Duty Status may be assigned to any of the 
following duties: 

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 and jangerous conditions. 

4. Church and school crossings. 

5. Subway stations. 

6. Civil Defense drills and exercises. 

7. Senior citizen escorts. 

1. Interpreter, receptionist, clerical and 
aeministrative assignments. 

2. Assist Crime Prevention Officer in bicycle 
registration, 'operation 1.0., auto decal and 
Burglary Prevention Progra~s. 

1. Street fairs, religious functions, concerts, 
sporting events and festivals. (All community 
events present an' ideal opportunity for re
cruitment) 

ALL pi'j,trol duty must be performed in uniform. 
Auxiliary superior officers and auxiliary police 
officers shall NOT perform any type of assignment 
in civilian clot~es without the pe~ission of the 
Police Commissioner, 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 unaut~orized or illegal 
weapdn. 

3. May NOT be assigned to hazardous duty, strikes 
or plainclot~es duty . 

AUXll..lARY FC~CES !ECT10H 
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4. MfY NOT be assigned to perform duty between 0001 
and 0800 hours, except with the permission of 
the Police Commissioner, Chief ot Jatrol, ,Police 
Borough Commander concerned, or the Commanding 
Officer, Auxiliary Police Section. 

5. Must patrol in pairs. 

6. A husband and wife may ~OT patrol together on 
foot or in an RMP vehicle. 

Auxiliary Police Officers may receive such other 
assignments as may be authorized by the Police 
Commissioner, Chief of Patrol, or the Commanding 
Officer, Auxiliary Police Section . 

AUXILIARY FORCES SECTiON 
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To chronologically record activities affecting an 
Auxiliary Police unit. 

PROCEDURE 1. Each Auxiliary Police unit is requi~ed to main
tain a unit command l.og. 

2. An Auxiliary s~pervisory Officer or an Auxiliary 
Police Officer will be assigned to make 
appropriate entries in the log during the hours 
when auxiliary members are performing duty. 

3.. .n. designated Auxiliary Police Supervisor will be: 
given the responsibility of periodically inspect
ing the log to ensure that entries are being made 
properly. 

4. Precinct Coordi~ators will ensure tha~ roll calls 
(A.F.S. lOs) and the unit command log are avail-· 
able to Auxiliary Police members performing duty, 
and that these records are verified for complete
ness and accuracy. 

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

A. FO~~n.T FOR ENTRIES 

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

2. In the FIRST column - enter tL~e of entry 

3. In the SECOND column - enter a brief note 
regarding entries of special importance 
(for ex~~pler roll call, post changes, etc.). 

4. In the THIRD column - make appropriate entry 

5. After completing an entry in column #3 draw 
a line in ~~e 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. AUXILIARY ?OLICE ME.I'1BER ASSIGNED AS DESK 
OFFICER WI~L ~_i\KE ENTRIES AS FOLLOWS: 

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

AUXILIARY FORCES SECTION 



( 

NOTS 

( NOTE 

/ 

AUXILIARY GUICE 

DATE ISSUEJ 

I 

AUXILI.:;'RY POLICE tJNIT 
COHH.fu'1D LOG 

DA iE :: FrEeT 1 VE 

? 

2. Roll call entry at start of tour stating: 

A. Rank and name of supervisor who conducted 
th'e roll call; 

B. Rank and name of supervisor who inspected 
the platoon, not in; infractions and
disciplinary action taken (if necessary); 

C. Nlliuber of Auxiliary Lieutenants, Sergeants 
and Au.xiliary Police Officers assigned as 
per roll call. 

I:: au.xiliary members from outside cQ::,.mands are per
fo~ing duty in the precinct, indica~e the number 
of eac:-~ rank and their assigned permanent command (s) . 

D. The Au.xiliary Police Commanding Officer 
will sign in and out of, log: 

1. when reporting for duty; 

2. when leaving ~~e station house; 

3. when returning to the station house; 

4. at the end of the tour. 

3. Entries required during the tour: 

A. Changes of assignments (post changes) 
during the tour; 

B. Incidents to which au.xilia=y police members 
are assigned; 

C. Incidents reported by Au.xiliary Police 
Officers requiring further notifications 
or police attention; 

In co~~ands utilizing the Auxiliary Police radio 
Nebmrk, incidents as per "b" and "c" will be 
entered on Roll Call Supplement (A.F.S. ilOA) by 
base station dispatcher. 

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

1. Injuries to Auxiliary Police members 

2. &\1P accider.ts 

E. Telephone nc~ifications 
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F. ~ VISITS 

Au.:dliary suoervisors from outside conunands and 
police personnel or dignitaries visiting the unit 
will sign in the log book. 
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PURPOSE 

P!\OCEDURE 

EMERGENCY MOBr:'IZATION 

DATE ISSUEu DATe :::FFEC7IVE 

I 1 of 1 

To exnedite the mobilization of Auxiliary Police 
O~-_~;c~_rs dur_ing emergenc~Qs _ ..... _ • • J,.,_ • 

1. In the event of a Civil Defense em~rgency, 
Auxiliary Police Officers will recort to their 
unit, or if not possible to the n~arest precinct . 
. i\uxiliary Police, who may be on patrol assignments 
at the ti~e, shall croceed to the nearest tele
phone ot superior officer to obtain instructions, 
or if that is not possible, listen for instruct
ions over the Emergency Broadcast System. 

2. In the event of a nat~ral disaster or local 
emergency, such as plane crashes, power black
outs, hurricanes, etc., a telephone chain of 
notification will be made by volunteer personnel. 
A~~iliary Borough Co~~anders, upon receiving a 
request for manpower, will notify their Auxiliary. 
Precinct Commanders. A~~iliary Precinct Command
ers will assign their A~~iliary Lieutenants and 
Sergeants specific subordinate personnel to 
notify, ~~ereby completing the chain of 
notification 

3. If, after a reasonable amount of time, a ma~er 
of the A~~iliary Police does not receive such a 
notification, he/she may call or report to a 
Police Precinct to ascertain if volunteer ser
vices are required. Ma~ers will NOT respond 
directly to the scene of an a~ergency unless 
directed to do so by a regular police superior 
officer. 

4. In order to be effective, emergency mobilization 
must be planned befere energencies arise. It is 
of u~~ost imcortance that telechone n~~ers be 
kept current-and readily acces~ible ~d avoid any 
deiay in making notifications. 

AIIXII IAPV I:f'lOI"'CC: C:CI""T'II"'IU 
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1. Members of the Auxiliary Emergency Service Force, 
who are approved for active status and are assign
ed to Precinct Auxiliary Emergency Service Units, 
may receive the following assignments: . 

A. Training programs designed to properly maintain 
and use rescue equipment; 

B. Assignments to rescue work in emergencies, such 
as blackouts, snow emergencies, lost children, 
Plane crashes, hurricanes, floods, etc. 

C. Assignments to special events, such as P.A.L. 
affairs, recr~itment drives, use of lighting 
esuipment, etc.; 

D. Ot~er such assignments as may be authorized by 
The Police Commissioner, Chief of Patrol, or the 
Commanding Officer, Auxiliary Eorces Section. 

2. When assigned to authorized field duty, members of 
the Auxiliary E~ergency Service Forces cannot be 
used to replace regular members of the department 
of t~eir duties and responsibilities. Volunteers 
will work within the following limitations: 

A. Not respond with rescue trucks and equipment to 
any emergency unless directed by a superior officer 
of the Police Dept. oi an A.F.S. Liaison Officer, 
who may utilize the volunteers and equipment 
anywhere within his borough command. 

Response of trucks, esui?ment and crews between Borough 
comma~ds must be authoriz~d by the Police Commissioner, 
Chief of Patrol, or Commanding Officer, Auxiliary Forces 
Section. 

B. No: to be assigned to hazardous duty, but be 
utilized to assist regular members of the force; 

AUXILIARY FORCES SECTION 

I 
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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 work at the scene of an 
emergency, the A.E.S. supervisor present will 
be in charge until relieved by a superior 
officer of the Auxiliary E~ergency Service 
Forces. 

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

Hembers requesting assignment to Auxiliary 
Emergency s~rvices Forces will be selected based 
on special skills and qualifications and must have 
had one (1) year of patrol duty. 
At least four (4) AES personnel are recuired to 
be on an AES vehicle f;r normal duty o~erations. 
The minimu~ requirement may be waived at the 
discretion of the C.O., A.F.S., or the C.O. of the 
precinct concerned. However, in no case maya 
vehicle be operated without at least one (1) 
AES supervisor on board. 

Auxiliary Forces (Police) Program (Administrative 
Guide 316-28) 

A U X I LI A R Y FOR C E S S'E C T ION 

89-1 
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AUXILIARY EMERGENCY SERVICE 
MOBILIZATION PLAN 

DATE iSSUEJ ~EFFECiiVE 

r 1 of 5 

To enable promF"t notification to Auxiliary Emergency 
Service members to respond to an emergency; it is 
essential that a structured mobilization pla~ is 
maintained and kept up-to-date. 

1. The Auxiliar~ Police Coordi~ator 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 all A.E.S. members 
by rank .. 

B. 'J'he work and horne telephcne nUl~er of each 
A.E.S. member. 

C. The member who will be I~ITIALLY called if 
the unit is activated. Also include the 
names of at least two (2) o~~er members who 
cculd also be contacted if. necessary. All 
three (3) members must have first-hand 
kr..owledge of the serviceabi1ity of the 
rescue truck and equipment. 

D. Truck operators qualified by ~1e Police 
Depart.-nent will be desig::ated by an 
asterisk (*). 

A copy of t..~is plan I and any" changes of it, must be 
submitted to the Commanding Officer, Auxiliary 
Forces section. 

2. Each A.E.S. member who is resoonsible for 
notifying other members in th~ event of a 
mobilization will be prov~ded with a roster of 
~~e co~-nand. These rosters will be properly 
maintai~ed, updated and safeguarded. 

3. AII.f._. E. S. person::1el will be apprised of this 
procedu:=e. 

AIIV'I JACV r::l"'lo .... r::c- eor::,....,..,""u 



• 

( 

/ 

• 

A UX ILIA RY GUIDE Pc:a:J~~ 'c:. 6-7 
~~~=-----------~~~~~~--------

D:V ... SION 

CE':::CZR 

.='o~s 
S7....c.TION 
SU?:::...-qVISOR 

10-17-89 

A\JXILr';RY E!-1ERGE~CY SERVICE 
M03ILIZATION PLAN 

.~ _ :S,CN ,,~eE;1 

I 69-2 

AUXILIARY EMERGE~CY SERVICE 
MOBILIZATION PRCCEDURE 

To mobilize A~~i1iary Emergency Service (A.E.S.) 
personnel anq equi~ment to assist the Police Depart
~en~'s ~~e=gency' Service Division in an emerge~cy. 

Wr.en the serv~ces of Auxiliary ~uergency Service 
~~its are resuired during a serious ~ergency or 
d':"saster: 

1. Notify a s;;per-v'"isor at the Au.,,-:iliary F.orces 
Section re: t..~e type of incident, t..~e nu..wer of 
A.E.S. units required and the reporting site. 

AwX=LI~2,Y FORCES SECTION 
MONDAY-Th-0RS2AY: 
F?,IDAY: 
OT:::::'?' T~1ZS: 

..... ,. 
~ ..... -

TE:''::PHONE i 718- 5 26-9'243 
G-B·&~2:-:H]-e 0~DO '!. .".""231..\() 

0-"" >-
CN-3.O=.2-300- oKOOf.. 11:)\. ... ;(..1 

AT ~~RGZNCY TELEPHONE 
NUZ,!3ERS PROVIDED TO TEE. 
D!.E?,G:21CY SERv""ICE DIVISION. 

1. Direct t..~e Au.~iliar'£ E..."ne:::ge:>.cy Se=vice city
wide Com:t;a.;.""ld.L""lg Officer to: 

A. Assist in mobilizing personnel and e.quipI?ent 
needed.; ... 

B. Notify "~~e A~~iliar£ Eo:::ces Section super
visor re: t.."-1e number of uni.ts notified a.."ld 
respondL-:.g i 

C. Respond to t..~e scer-e, report to t..~e police 
supervisor in cha:::ge, a~d assist in 
coordinati~g assignments under the super
vision of police perso~~el; 

D. Te1epho~e a preliminarJ report from the scene. 

2. Oesis-nate a member of the Se:::vice from t..~e 
;'.uxiliar'j Forces Section as Auxiliary Eme.rgency 

AII't11 lADY cno("'cc: ~C(","rIr.U 
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AUXILIARY GUICE 
AUXILIARY EMERGc~CY SERVICE 

MOBILIZATION Ph;N 

DATE lSSUE;) DATE EFFeCTivE 'REViSION NlJ.'5ER P"'-.--:: 

AUXILI.l\.RY 
FORCES 
SECTION 
.f..UXILIARY 
E..'1ERGENCY 
SERVICE 
COORDINATOR 

I I I 3 of 5 

Service Coordinator. Direct him to: 

A. Responc to the scene; 

B. Assist Emergency Service Divisi'on personnel 
in coordina ting Auxiliar~' Emergency Service 
assignments; 

C. Telephcne a preliminary report from the scene. 

3. If other than working hours, report to the 
Auxiliary Forces Section to coordinate 
ac-civities. 

4. Make appropriate entries i~ the Auxiliary Police 
Mobilization Log mai~tained at the Auxiliary 
Forces Section 

1. Res?ond to the scene and assist Emergency 
Se~vice Division personnel in coordinating 
A~<iliary Emergency Service assignments. 

2. Contact the AlL'Ciliary Forces Section supervisor 
anc in~uire re: the n1L~er of units notified 
anc responding. 

3. Provide Auxilia...ry Emergency Service units with 
portable radios, when requirec. 

4. Supervise AlL'Cilia~J Emergency service personnel. 

S. Telephone a preliminary report to the AlL'Ciliary 
Forces section supe~visor. Notification will 
incluce: 

A. 

B. 

C. 

D. 

6. 

Time arrived at ~~e scenei 

The n1L~er of personnel a~c units which 
responcedj 

How personnel anc equipment are being 
utilizec; 

Telephone number where he can be. contacted. 

KeeD the AlL'Ciliarv Forces Section supervisor 
in.formed of any change of events. ~ 

i. Upon completion of the detail, notify ~~e 

AU;tILIA~V z:n~r:z:~ «:t:r""T'If"\U 
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NOTE 

AUXILLi\RY 
E0.ERGENCY 
SERVICE 
DIVISION 
COtvfJ.1.A-'ID ING 
OF?ICER 

NOTE 

AUXH.!ARY GU!~! 
P .. UX:.i:.I.:\RY E}1ERGENCl" SERVICE 

HOBILIZ.:\TION PU\N 

Auxiliary Forces Section supervisor re: 

A. The total number of personnel and trucks which 
responded; 

B. How Auxilia~y.Emergency Service personnel were 
utilized; 

C. Dismissal ti~e. 

8. As soon as practicable, pre?are a report to the 
Commanding Of:icer, Auxiliarv Forces Section. 
Report will include: -

A. Type of incident; 

B. Time mobilization was activated;" 

C. The nu..llbe:::- of 'Itehicles ane. pe::::sonnel (by unit) 
which res?onded; 

D. How equipment ane. members were utilized; 

E. Unusual problems encountered. 

Roll calls CA..F.S. lOs}, listing all members con
cerned, will be attached. 

1. Respond to the scene, report to the police 
supervisor in charge, and assist in. coordina
ting Auxiliary Emergency Service assig~~ents 
under the supervision of police personnel. 

2. Assist the Auxiliary Forces Section supervisor 
in mobilizing personnel and equipment. 

3. Notify the Aux~liary Forces Section supervisor 
re: the number of units notified and respond
ing. 

4. Perform duties under the direction of and in 
cooperation with the Au..xiliary Forces Section 
A~{iliary Eme::::gency Service, Commanding Officer. 

In the absence of the Auxiliary Emergency Service 
City-wide Commane.ing Officer, t~e Au..xiliary Forces 
Section supervisor will designate an A.E.S. Division 
Liaison Captain to perform the duties above . 

AUXIL1A~Y FOF.CES !ECT!OH 
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AUXILIARY EMERGENCY SERVICE 
MOBILIZATION PLAN 

DATE iSSUED DATE EFFECTIVE ~EViS:ON NlM8ER 

AUXILIARY 
EMERGE~CY 

SERVICE 
UNIT 
Cc5MM.:;NDING 
OF:ICER 

NOTE 

ADDITION.p..L 
DAT~ 

NOTE 

10-17-89 I 10-17-89 I 89-2 

1. Mobilize personnel as directed. 

2. Prior t9 leavillg the precinct, notify ~he 
Auxiliary Forces Section supervisor .(718-520-9243) 
re: 

A. The n~~er of personnel present; 

B. Time leaving the precinct; 

C. Nee.ded equipment is in truck. 

3. Respond to the designated reporting site. 

If the A.E.S. vehicle is unable to respond due to a 
mechanical malfunction, notify the A~xiliary Forces 
Section supervisor, and be guided by his direction. 

The Precinct A~xiliary Police Coordinator is 
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 ~~eir work/home telephone 
numbers; , 

C. A copy of the mobilization roste'r and plan is 
kept at the precinct desk and a copy is for
warded to the Commanding Officer, A~xiliary 
Forces Section; 

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

E. A telephone notificat~on 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 notified and 
their mobilization point. 

Mobilization point will be their assigned command. 

G. Mobilization plans are tested bv holding 
periodic simulated exercises. ihey shall be 
~ev~ewed and revised if necessary . 

AIJXIIIAQV r:ncr.c::c:: c:c::f''Tlnu 
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AUXILIARY GUIDE 7-1 

USE OF DEPARTME~T VEHICLES 
BY AUXILIARY POLICE PERSONNEL 

DAiE ISSl.I£Q P·--f'9...i.. 

1 of 3 

Operations Orcer #24, dated Ft:bruary 15, 1983, 
authorized Auxiliary Police Officers to operate 
Police DeparL~ent blue and white RMPs if available. 
When these autos are utilized the following guide
lines are to be ~dhered to: 

1. Three (3) Auxiliary Police magnetic signs m~st 
be attachec as follows: 

A. One (1) sign on the left front fencer 
aejace::.t to the word "Police" 

B. One (1) sign on the richt front fender 
acjacent to the word "~olice~ 

C. One (1) sign on the rear trunk above the 
word H?olice". 

2. The operator must be qualifi~c by the police 
De!?ar~~ent Driver Training unit. 

3. Make a meno book' entry of the inspection of the 
vehicle. Entry shall incluce: 

A. 

B. 

AT TEE BEGINNING OF TOUR 

odometer reading 

gasoline in vehicle; 
tained, indicate the 

If gas or oil is ob-
2~QUnt in memo book. 

C. tires properly inflateQ 

D. brakes, lights, windshiel~ wipers and warn-
ing devices are working properly 

E. battery has sufficient water 

F. spare tire (inflated), jack and lU~Nrench 

G. check interior and exterior condition of 
vehicle for any damage 

H. inventory of equipment ?torec in trunk 

Ma~e minor repairs if possible 

Any discrepancies or property found will be 
brought to the attention of the desk officer. 
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AUXILIARY GUIDE 7-1 

USE OF DEPARTMEXT VEHICLES 
BY AUXILIARY POLICE PERSONNEL 

DAiE iSSUE:) 

2 of 3 

AT THE END OF TEE TOUR 
A. odometer reading 

B. amount of gasoline left 

C. condition ~f exterior 

D. i~terior, i~cluding the floor area under the 
seats 

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

5. 

6. 

7. 

An Auxiliarv PoliceSuoervisor MUST be in the 
vehicle. ~ -

Operator must obey AL~ traffic regulations at 
ALL times. 

Hust NOT condllct "vehicle st'?ps" or engage in 
vehicle pursuits. 

8. Per.nit only members 0: the service performing 
Dolice duties, or a~<iliarv personnel in 
u~ifo~. to enter or ride in an RMP while you 
are on pat:::-ol. 

9. Do NOT leave an unlocked. ru,iP unattended.. If 
you have to leave the vehicle, close the 
windows and lock the doors. Make an entry in 
vour memo book notina the reason therefore. 
~ -. 

10. Do NO'l' leave a portable radio in the vehicle. 

11. Leave radio on at ALL times. 

12. Avoid remaining in areas where radio reception 
is pco:::-. 

13. Do NOT respond to radio calls unless directed 
by Co~~unications Section Dispatcher or a 
Police Officer. When communicating with the 
dispatcher, you will preface ~1e &~ number 
and preci!lct with "Auxiliary" thereby denoting 
your sta-:::us, e.g. "Auxiliary RHP #123, 17 Pct. 
to Central KI'. 

I 
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14. If you witness a c~ime or dangerous incident, do 
not take any action (unless it is a matter of 
li~e or death). Report the facts, to "Central" 
requesting assistance, and keep the subjects 
under surveillance until a Police Officer re
sponds. You will then be guided by the orders 
of the first police unit ar~iving on the scene. 

15. Sirens will not be used. Roof licrhts will be 
used only as a safety measure whe; the auto is 
parked at the scene of an erne~gency. 

16. pos~tion R~P at the scene of an'emergency to 
avoid obstructing, or being blocked by respond
ing emergency apparatus. 

lie 

18. 

19. 

20 ~ , 

21. 

Ope~a te RI1P in a m,anner to avoid injury to 
pe~sons or damage to property. 

Remain in assigned secto~ or area of assignment 
unl~ss directed to respond to another location 
by di~ection of the Co~~unications Section or 
a Police Officer. 

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

Do NOT' push or tow aru:>ther vehicle with an .RMP. 

If involved in a vehilC.:le accident, immediately 
notify "CENTRAL" and l~equest the patrol super-
visor. Follow P.G. 107-7 (Deoart.'!lent Vehicle 
Accidents), and forward a copy of the accident' 
re?ort along with a reliD~t on official depart
ment letterhead to the Commanding Officer, 
A~~ilia~y Forces Section. 

Assicrnment of R.M. P. cars tOil.u:dliary Pel ice may be 
made J ONLY when a ranking AuxLlia~y Police Officer 
will be physically present in the vehicle at ALL 
times. 

eLL, CLL~ ,\ Ll.1C'll"l/' PDllt..~ r-l \,.s~l\.."\;~ . 
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AUXILIARY GUICE PRCCEDURE No. 7 - 2 

UTILIZATION OF WHITE AUXILIARY VEHICLES 

DATE ISSUED DATE EFFECTIVE REV ISiON NUMBER PAGE 

PROCEDURE 

ADDITIO;';Al 
DATA 

Hay 6, 1991 I Hay 6, 1991 I 91 - 1 I 1 0 f 2 

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 
De?artment's Driver Training Unit. 

2. The siren in auxiliary vehicles must be 
disconnectec. 

3. CARE AXD MAIXTEXAXCE OF ACXILIARY VEHICLES 

A. If repaits are needed, DO ~OT drive vehicle 
to Motor Transport if it may do damage to said 
vehicle. (E~ample: 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 tr~ck. 

B. It is of the utmost importance that all fluid 
leve:s 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 depart~ent forms may be used for this 
purpose. 

SCOOTERS 

Field Services Bureau Memo 029, dated November 27, 
1973, authorized Auxliary Police Officers, 
Qualified by the P.D. S~ooter School, to utilize 
Jeoartment scooters. The same guidelines as 
outlined in the Patrol Guide pertain to Auxiliary 
Police Officers, with the following restrictions: 
A?Os wi:l patrol in pairs (two scooters), and at 
least one of the members will be issue~ a portable 
radio. 

Auxiliary Police Officers must have three (3) 
months of patrul before attenc~cg Drivers 
Training School . 

AUXILIARY FORCES SECTION 

-----_._-_._._-------
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UTILIZATIOX OF WHITE AUXILIARY VEHICLES 

DATE ISSUEQ DAlE E?FECTiVE R£ v : s : J!.; NlJ.IBE i\ PAGE 
May 6, 1991 I Hay 6, 1991 I 91 1 I 2 0 f 2 

Operations Order USO, dated September lS, 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 bFidge or through a tunnel under the 
jurisdiction of the Triborough Bridge and Tunnel 
Authority. 

Prior to leaving precinct boundaries, auxiliary 
members concerned will obtain authorization from 
the precinct Auxiliary Police coordinator, or in 

, his/her absence, from the precinct Desk Officer . 

AUXILIARY FOHCES SECTION 

,------------,-----------------------------
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RMP LOG BOOK 

DATE ISSUE:: RE V I 5 A ON NlJ.4::::; 

I 
PAGE 

I 1 of 1 

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

1. Entries will be made daily on A.F.S. #42 (RMP 
log) when th.e .RMP is utilized. All captions will 
be completed, and verified bv the Precinct 
Coordinatcr or, in his absen;e bv the rankine 
A~~iliary Police supervisory of=lcer at the end 
of the tour. 

2. A. In ca?tion "Verify Siren Disconnected", t",1.e 
Precinct Coordinator or, in his absence, the 
ra~king Auxiliary Police su?ervisory officer 
will verify t",~at the siren is disconnected. 
If t~e siren is operable, t~e Coordinator 
wil~ bring the R~ to t~e shop for dis
connec-:.icn. 

B. In ca:;:tion "Comments", 

1. T~e ranking Auxiliary Police supervisory 
officer assigned to the RM2 will indicate 
results of t",1.e auto inspection at the 
begi~ning and end of the tour. 

2. If t",1.e auto is out of service, e.g. in the 
repair shop, a notation will be made in
dicating the time and date the auto was 
sent to the shop and returned. 

3. At t",1.e end of the tour, the Precinct 
Coordinator or, in his absence, the ranking 
A~{iliary Police supervisory officer will 
enter his/her initials verifying the 
entries. 

3. A.F.S. Fo~ #42 (&~ Log) will be maintained in 
a binder in each command to which a white 
A~~iliary ru1P is assigned. 

AUXILIARY FORCES SECTION 



• 
PURPOSE 

NOTE 

• 

AU:XILJARY GUIDE 

:CAIc. O.~IE :F~:C74'1'E ~,:.5i~I' ~~: ;:lAGe: 

May 6, 1991 I May 6, 1991 I 91 - 1 1 of 1 

To ensure that Auxiliary Police operators do NOT 
operate a Department vehicle with a~ ~xpired or 
suspended dri~er!s license. 

1. All Auxiliary Police Officers who have been 
qualified by the Police Depar:3ent to opeiate 
Depart~ent ve~icles (trucks, R~Ps and scooters) 
are required to maintain a~ up-to-date New York 
State driver's license, free of suspension. 

2. During July 0: EACH YEAR, precinct coordinators 
will PERSONALLY check the licenses of ALL 
qualified Auxiliary Police operators in their 
unit to verify that their licenses have not 
ex?ired, and are not suspended. 

3. A member in possession of an expired or suspended 
driver's license will NOT be per3itted to operate 
a Depart~ent vehicle until the license has been 
renewed and/or cleared of a~y suspension. 

A folder of all qualified operators will be kept on 
file at the command . 

~- --~-~~~~~~----------~-

i 
I 
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PURPOSE 

DEFINITION 

PROCE!)URE 

AUX:i:LIARY 
COlAl-L'li'1D DIG 
OFFICER 

To penni t an Auxiliary Comrnanc':ng Officer to c'orrect 
minor violations without resorting to formal charges. 

Co~~anc Discioline - Non-Jucicial punishment avail
able to an Auxiliary Comrnancing Officer to correct 
minor deficiencies,and maintain discipline within 
his cowmanc. ' 

Upon receiving a Superv':sor's Complaint Report, 
A.F.S, #23D concerning an auxiliary member assigned 
,to hi s cot'4i1anc: 

1. Investigate to determi:1e i:: allegation is 
.. ' +-.::t -t-- ~ J.. ~ su.::Js .... _n_..;.a .... ec.. 

20 Indicate fincings on report i= allegation is 
not substantiatec and file the report. 

3. Confer w':t~ supervisor who preparec report if 
requirec. 

4. Inform member of allegec violation anc conduct 
inte:::-v"'ie r,,; • 

5. 

6. 

i. 

8. 

9. 

A. Do not recorc oinutes 

B. Intervie,.,- will be L"1for::1al anc non-acversary. 

Give member an opportunity to make a statement 
in rebuttal and request Cornmancing Officer to 
seek additional information from other persons 
involve.\i. 

Conduct fur~~er investigation if necessary. 

Inform supervisor who orepared report of the 
results of ~~e investigation and ~ny proposed 
penalty. 

Inform ma~er of results of investicration and 
any proposed pe'nalty. -

1l.dvise mern.::er that hel she is entitled to: 

A. Accept finding and proposed penalty, or; 

B. Accept finding but appeal proposed penalty 
to Co~~anding Officer, A~<ilia~l Forces 
Section, or; 

AUXILIARY FORCES SECTION 

l, ___ ---~-
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HEMBER 

AUXILIARY 
COM.!.'1ANDDIG 
OFFICER 

AUXILIARY GUICE P",-"'C~ DURE No. 8-1 

COHHA~D DISCIPLINE 
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C. Decline to accept the finding and proposed 
penal~y and have the matter rasolved through 
Notice of Charges (A.F.S. #23). 

10. Inform the membe,r that the d~cision of the 
Commanding Officer, Auxiliary Forces Section is 
FINJI..L and not subject to review, and that the 
Commanding Officer, Auxiliary Forces Section has 
the authority to: 

A. Approve proposed penalty, or; 

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

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

11. Give member copy of Command Discipline Report/ 
Election (A.F.S. #23£) at close of interview 
for his signature. 

12. Notify Auxiliary Commanding Officer, in writing 
on Command Discipline Report/Election of the 
option elected. 

IF MEHBER ACCEPTS FINDING AND PROPOSED PENA~TY: 

13. Enter disposition on Supervisor's Complaint 
Report. 

14. File Supervisor's Complaint Report and Command 
Discipline Report/Election (A.F.S. #23E) in 
Command. 

IF MEMBER ACCEPTS FINDI~G AND DECLINES PROPOSED 

15. Enter disposition on Supervisor's Complaint 
Report . 

AUXILIARY FORCES SECTION 
90-1 
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ADiJITIONi>2, 
DAT.~. 

AUXILIARY GUIDE PRCCEDUR:; No • 8-1 

COMH.ZU\l"D DISCIPLINE 

DATE ISSUED DATE EFFECTiVE (EV ISION NUMBEil 
(AGE 3 I 02-01-90 01-01-90 90-1 of 

16. Forward to the Comrranding Officer, Auxiliary 
Forces section Supervisor's Complaint Report 
and Command Discipline Report/Ele~tion. . 

IF MEXBER ELECTS CHARGES 

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

3 

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

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

Each Auxiliary Unit shall maintain a Command 
Discipline log. 

AUXILIARY FORCES SECTION 

90-1 
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PURPOSE 

AUXILIARY GUICE PC;CC::JL'O: '10. 8 - 2 

DAlE lSSUE0 

02/0l/90 

VIOLATIONS SUBJECT 
TO COHr.,t:l.ND DISCIPLINE 

CAi:: :.=F':C7r l;E 

I 01/01/90 
REV is :CN Nl)oiSEit I 90-1 

PAGE 

I 1 of 2 

To inform a~~iliary members of the violations of 
a~~iliary regulations whic~ may ce adjudicat~d by 
Cor.~and Discipline. 

PP.OCEDURE wnen any of t~e following violations are brought to 
~~e attention of a~ A~{iliarv Comrnandinc Officer, the 
A~~iliarv Co~~a~ding Office~·concerned ~av initiate 
Co~~and Disci?li~e: -

l. 

2. 

3. 

4. 

5. 

6. 

7. 

S ~ 

9. 

10. 

11_ 

12. 

VIO~ATIONS 

Abse~ce from meal location 

Failure to sign out on A.P.S. ~lO 

I~proper uniform or equi?me~t 

Failure to maintain neat and clean personal 
appearance 

Improper or omitted memo book entries 

Imprope::- 0= cr:1i tted e~t=ies in depart.L1ent records, 
forms or reports 

Smoking as prohibited 

U~~ecessa~£ conversation 

'Failure to lock ~~ unguarded depar~ent vehLcle 

Absence from post or assig~~ent 

Reporting late for duty 

Failu=e to a~swer/acknowledge radio calls 
directed to m~ber's ~~it and/or report dis-
position promptly on a~{iliary radio 

13. car=ying packages, newspapers or o~~er articles 
as prohibited while in unifo~ or depar~ent 
vehicle 

14. Failure to notify super-rising officer when. 
leaving post for depar":..-::ent or personal 
necessity~ 

15~ Unau~~orized person riding in depar~ent 
vehicle 

16. Failure to g:!.·re name and s::'ield nu.rnbe::: to 
person requesting it 

AUXILIARY FORCES SECTION 

I 

I 
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17. Failure to noti=y Auxiliary Con~a~dinG Officer 
when accress or phone number changes J 

18. Loss of me~o book 

19, Loss of I.D. Care 

20. Failure t~ have locker secured or properly tagged 

21. Failure to per:orm or im?roperly perforn patrol 

22. ~~y ot~er violation which, in the opinion of 
t..~e Au:c: .. liary C::r:-,,-nanding Officer and subject to 
approval of t:'1e ;'.uxiliary Di'lision Com.-nander, is 
a??ropriate for Co~~a~c Disci?line procedures. 

The above violations may not be processed as Com
mand, Discipline if the,violation is aggravated by 
conditions wtich make it inappropriate for dis
posi~ion by Cc~and Discipline or if ma~er 
cor.cer~ed re~~ests ~ 'adr..inistr.ative hearing. 

1L~ Auxiliary Comm~~dir.g Officer must confer with 
the A~~iliary Di7ision Co~~~der~ prior to 
adjudicating a t..":ird Cor.-omana Discipline fer the 
membe~ wi~~in a six:mcnth' period, to dete~ine,if 
charges should be instituted~ 

Auxili2-~ Division Commanders will inspect Comrr,and 
Discipline records mon~~ly to ascertain t~at the 
above procedures are complied with • 
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REPORTING VIOLATIONS OBSERVED BY 
AUXILIARY SCPERIOR OFFICER OR HD1BER OF THE S£.:RVICE 
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AUXILIARY 
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AUXILIARY 
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To report violations by an auxiliary member to his 
Commanding Officer for corrective action. 

Upon observing or becoming aware of a violation of 
the rules or procedures by an auxiliary me.'11ber: 

1. Prenare Sunervisor's Comnlaint Report 
(A.~.S. #2~D) as follows~ 

.u.. • One conv if sunerior and member are 
assign~d to same corr~and, for violations 
listed in Violations Subject to Conu~and 
Discipline procedure. 

~vo copies if superior is assigned to an 
outside command for violations listed 
in Violations Subject to Command 
Discipline proced~re. 

2. Notify Auxiliary Desk Officer of member's 
co:7.mand and obtain next serial number from 
the Co~~and Discipline Log. 

h.. Serial n~T~ers co~uence with number 
one each year. 

3. Make re~uired entries in Command Discipline 
Log. 

4. For-vard Supervisor's Complaint Report to 
the A~~iliary Commanding Officer of the 
menber concerned. 

5. In cases where the member was from an out
side co~~and, the second copy shall be 
filed at the command of origination. 

AUXILIARY FORCES SECTION 
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AUXILIARY SUPERVISOR'S COMPLAINT REPORT 
AFS No. 230 

From: 

To: 

Command Ser. No. ___ _ 

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

Member Rank Full N'lme. Shield No. Command 
Complained 
Of: 

Location where violation occurred: Time Date Day of Week 

, 

Complainant Name & Address Telephone Number 

Details of ViolatIOn: 

was notO warned and admonished, and Auxiliary Officer wasD 

wasD was notO instructed in the proper performance of duty and/or procedure. 

Signature of superior preparing report Rank Command Date 

FOLLOW·UP 

o Unsubstantiated o Command Discipline Accepted 

o Notice of Charges (AFS No. 23) o Appeal to C.O .. A.F.S. 
Precinct Ser. No. ___ _ 

Final Disposition RanK SIgnature of Command 

Imtruc:rlon: 
Auxiliary Commanding Officers must investigate and repor. disposition under FOLLOW·UP. 

I 
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COMMAND DISCIPLINE REPORT/ ELECTION 
AFS No. 23E 

'uxiliary Officer's Full Name Rank 

Command Ser. No. 

Shield No. Assignment 

Investigation has been completed conerning the violation 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.O., A.F.S. for final determination; or decline to 
accept the fin,jing and the proposed disciplinary action in liew of an Administrative Interview. You must complete 
and return this form to the undersigned immediately. 

Summary of I nvestigation and Disposition of Complaint: 

Finding Disciplinary Action Recommended 

-----------------------------------.~~--------------_r----------~---------------Rank Signature of Auxiiiary Commanding Officer Command Date 

TO BE r.OMPLETED BY AUXILIARY OFFICER CHARGED: 

I understand that I do not have to accept the finding and the disciplinary action recommended by my auxiiiary 
commanding officer or unit head. My right to have this maner reviewed as to the proposed disciplinary action only, 
by the C.O., A.F.S., and my right to an Administrative Inter/iew, have been explained to me and I hereby 
voluntarily: 

o Accept the finding and the proposed disciplinary action. 

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

o Decline to accept any disciolinar'l action without an Administrative Interview . 

Auxiliary Officerl Signature Date Wltne!Sed by: (Name, Rank, Shield No.i 
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To inform auxiliary members of the penalties 
an Auxiliary Commanding Officer may impose 
under Command Discipline. 

When a Command Discipline allegation is 
substantiated: 

PENALTIES 

1. Impose one of the following penalties: 

A. Forfeiture of up to two (2) RMP tou~s 
of duty. 

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

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

AUXILIARY FORCES SECTION 
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PURPOSE 

PROCEDURE 

INITIATOE 
OF CH.;;'RGES 

NOTE 

INITIATD1G 
CH.."'.RGES 

NOTE 

To insure that charges and related papers are prepared 
accurately and completely. 

When a serious violation is inaoorooriate for Command 
Discipline or when Command Disci?line is declined. 

Charges may be in i't i'a ted by aAy sworn memb.e::: of the 
Police Depar~uent or an Auxiliary Police supervisory 
Officer of a higher rank than the,memne::: concerned. 

, ''1$ 

A. member of the Auxiliary 'police":~6desires to re
oort a violation corr~itted bv a member of eeual or 

. ~igher rank will report such~v~olation to h{s/her 
Unit Coordinator, who will evaluate the mat~er, and, 
if a?propriate, prefer charges; 

Charces mav be filed whenever'a member fails to 
cqmpi y wit; a lawful order from a police officer or 
auxiliary superior officer, loses depar~uent property 
or any violation of procedure, not covered by the 
Command Discipline procedure. 

1. FIVE (5) copies of NOTICE OF CF~~qGES (A.F.S. 
#23) will be prepared (captions 1 th:::ough 5 
will be completed) • 

2. A chronological listing of corrective super
'visory charges r beginning with the nunLbe::: "1" 
for each year, will be maintained on fo~ 
A.P.S. *23A in each Auxiliary Police unit. The 
serial number, will be entered in the upper, 
right-hand corne,r of th':! 1l •• P.S. #23. 

A seoa:::ate A.F.S. #23 and seoarate serial n~~er 
will~be assigned to ~~CH charge and EACH menner 
charged. 

If charges arc being preferred in or by a co~~and, 
other than the member's command, the member's unit 
will be called to obtain the next serial n~~er. 

If the member's unit is closed, the co~uand serial 
number will be obtained du:::ing the next scheduled 
meeting night. 

AUXILIARY FORCES SECTION 
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SUSPENSION 
OF MEMBER 

AUXILIARY GU!OE Pr'.)cedure No. 8 - 5 

AUXILIARY POLICE FORMAL DISCIPLINARY PROCESS 

DATE ISSUED DATE EFFECTIVE REVISION NUMBER 
[ 

Page 
Jan. 6, 1992 I Jan. 6, 1992 I 92-1 2 of 9 

3. For.m 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. 

4. If charges are prepared by other than the Auxiliary 
Polic, commanding officer against a member of h!s/ 
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. 

5. If charges ate prepared by the subject's Auxiliary 
Police comm',lnding officer, or" t'he auxiliary 
commanding officer is the subject of the charges, 
the initiator of the charges will forward all five 
(5) copies to the borough coordinator. 

1. A member alleged to have committ~d a serious 
offense or violation of the Auxiliary Guide may be 
suspended by a police superior officer or an 
Auxiliary Police coordinator. 

2. 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 a~ailable at the time of suspension, the 
member must surrender them, without delay, to 
his/her Auxiliary Police coordinator. 

3. The coordinator will inform his/her police 
commanding officer of the s~spension. 

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

5. Caption #63 of form APS #23 must be completed. 

6. Member's shield and I.D. fard must be delivered 
to the A.P.S. for safekeeping pending outcome of 
the suspension . 

AUXILIARY POLICE SECTION 

; 



• 

• 

SCHEDULING 
THE 
ADKIN. 
INTERVIEH 

NOTE 

NOTICE OF 
CHARGES 
CAPS #23) 

AUXIL!ARY GU!05 Procedure No. 8 - 5 

AUXILIARY POLICE' FORNAL DISCIPLINARY PROCESS 

DATE ISSUED DATE EFFECTIVE REVISION NU~lBER Page 
Jan. 6, 1992 I Jan. 6, 1992 I 92-1 3 0 f 9 

1. The member charged may elect to have the charges 
heard at an Administrative 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 ~vill be selected, and 
appropriate entries will be made in par. #7 of 
form APS #23. 

Effort should be made to select a date and time that is 
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 withqut 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 wri~ten document to the unit 
coordinator requesting adjournment, giving 
the reason, and indicati~g the agreed upon 
adjournment date; 

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

6. A member may request a maximum of two adjournments. 

1. 

2 . 

Par. #4, a thru c, above, will also apply to the 
second request for adjour~ment. 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 written 
notification of charges . 

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

AUXILIARY POLICE SECTION 
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PROCESSING 
FORM 
APStf23 

AUXILIARY GU!CE Procedure No. £) - 5 

AUXILIARY POLICE FORMAL DISCIPLINARY PROCESS 

DATE ISSUED DATE EFFECTIVE REVISION NUMBER Page 
Jan. 6 , 1992 Jan. 6 , 1992 I 92-1 4 of 9 

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

4. CERTIFIED MAIL 

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

B. In caption 117 CAPS #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 #SB 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 SA are completed. 

2. If 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 thJt captions 1 thru SA 
are completed . 

AUXILIARY POLICE SECTION 
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DATE 

3. Distribution: 

1 Copy - Subject member charged 

1 Copy - Borough Coordinator 

1 Copy - Au.. .. d.liary Forces section 

9 

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

J. Copy - Retained for use in conducting the 
A~~inistrative Interview 

ADMINISTR;TIVE 1. 
I~TERVIE\v 

CONDUCTED BY 
j.Q.rura./I'f 

The Administrative Interviei'l will bel\conducted 

NOTE 

2. 

by the member's Au..~iliary Police Commanding 
Officer. HOI'lever, if the member I s Commandincr 
Of=icer initiated the charges, or if the -
person charged is an A~~iliary Police Command-
ing Officer, the Bqrough Coordinator concerned 
will designate an Auxiliary Police supervisor, 
above the rank of Caotain, to conduct the 
Interview. This paragraph does not preclude the designatio!' 
an Admin. Interview Officer by the C.O., A.F.S. 90-4 
REPRESENTATION 

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

3 . CONDUCTING THE INTERVIEW 

~he interviewing officer will insure that all 
reasonable efforts are made to determine the 
facts of t..'le allegation. wit:1esses' testimony 
relating to the charge will be recorded to 
facilitate later review. 

A tape recorder can be obtai:1ed from the Au..~iliary 
Forces Section 

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
ion. If the charges are substantiated, in-

AUXILIARY FORCES SECTION 
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5. 

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

PE~ALTY 

In recoI!ll'aending a penalty, tl1e first consider
ation shall be the seriousness and effect of 
the violationj the second consideration shall 
be the member's past record. Possible 
penalties are: 

A. Warn and ACrnonish 

B. Re-training 

C. Restriction of assignments 

D. Transfer 

E. Suspension 

F. Dismissal 

G. Probation for a specific perioc of time 

H. Reduction of rank 

DISPOSITION 
OF CHA..qGES 

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

NOTE 

1. Prepare DISPOSITION OF Ca~GES (A.F.S. 
#23B) - completing captions *1 through *5. 

If decision is NOT GUILTY - FOUR (4) 
copies 
If decision is GUILTY - FIVE (5) 
copies 

Reason(s) for arriving at a guilty decision will 
be entered. 

Interview conducted bv Precinct Aux~liary Police 
Commanding Officer 

. Submit all cODies 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 #6. 

Interview conducted bv Auxiliar,!'Pclice SUDer-
visor'! officer at the"borough . 

Submit all copies of form A.F.S. #233 to Borough 

AUXILIARY FORCES SECTION 
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DATE l;iSUED 

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

2.' Notify member concerned of approved 
findings and any recommended p~nalties 
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 
personal 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. 

3. Distribution of form A~F.S. #23B 

a. If NOT GUILTY - fo~r (4) copies 
1 copy - subject ma~er 
I copy - Auxiliary Forces Section 
1 copy - Member's personal file at 

his/her command 
I copy File at borough concerned 

b. If GUILTY - five (5) copies 
1 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 request for an appeal is received 
within 10 days of member being notified of final 
decision of the Administrative Interview, the 
Borough Coordinator will complete caption #13 of 
form A.F.S. #23B and distribute copies as follows: 

1 copy - A~~iliary Forces section 
1 copy - member's personal file at 

his/her cormnand 
I 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 request for 
an a~~eal to the Borouch C60rdinato= within 10 
days-;f having been notified 0: the final decision 
of J..c .. ::linist=a ti ve Inter'lie',v . 

AUXILIARY FORCES SECTION 



• 

( 

(. 

/ 

<. 

~~ ~·8-5 

.. \ )\.,Lcu ·~::CL{pLLnLL.),L \ \/tJjCLA--0 
WH1!21 ,AND MOW TO PREPARE 

NOTTG:E-0F-EHAReES (A. F' • s. # 2.3 r 
Dol IE ISSlJED 

APPEAL 
PROCESS 

ADD I T:i:ONAL 
DATA 

1. JEFINITION 

2. 

3. 

4 • 

a. 

b. 

c. 

%. 

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 gr9unds qf the appeal requested by the 
member. 

APPEAL OFFICER 

The Borough Coordinator will designate an. 
Auxiliary supervisory officer, above the rank 
of cantain, other than the officer who conduct
ed the initial Administrative Interview, from 
the Borough Unit to conduct the anneal. The 
4 copies of form A.F.S. #23B will-be given to 
the Appeal Officer. 

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. 

RESPONSIBILITIES OF APPR~ OFFICER 

Complete captions *8 through #11 on 
DISPOSITION OF CHARGES (A.F.S. #23B) , as 
appropriate. 
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 attemnted in all cases. Where personal 
service cannot be made, certified mail (return 
receipt requested) will be utiliz~d. 

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

1 copy - Auxiliary Forces section 
1 copy - member's personal file at his/her 

command 
1 copy - subject ma~er 
1 copy - Borough Coordinator for borough file 

+= a member' uspende4, NO!F'ICE OR......C~S fe.v 0 r t \ 
(A.F. must be p~ed, se~nd C ~ ~I C 

{larded wit J. 48 hours. tG 

L~. COR~ECTIVE SUPERVISORY ACTION INDEX 
(A.F.S. #23) will be maintained at each unit. 
A command serial number, beginning with the 
n~~ber 1 each year, will be ass~gned to EACH 
charge preferred against EACH member. 

AUXILIARY FORCES SECTION 
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If, after ~harges have been initiated, the 
member and the supervisory officer assigned 

'as Interviewing Officer ~gree on a penalty 
without a formal interview, the Administrative 
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', 
A~~iliary Forces Section, after reviewing ~~e 
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. 

A U X I Ll A R Y FOR C E 5 ·S E C T ION 
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MEMBER 
ARRESTED 

NO':'E 

r1EMBE;;;' S 
UNIT 
COoRDINATOR 

NOTE 

NO':'E 

1 of 4 

When a member of the Auxiliary Police is arrested or 
issued a Desk Appearance Ticket, or personal summons, 
except ~or miner tra~~ic offenses: 

1. Info~ the arresting officer that he/she is 
an auxiliary officer; 

2. Res~est notification of the arrest be made 
to the precinct to which member is assigned; 

3. Surrender his/her shield and ID card at the 
ti:ne 0: arrest. 

I: shield and ID card were not surrendered at time 
of arrest, member must surrender both items, with
out delav, to his/her unit coordinator or to the 
Auxiliary Forces Section. Failure to do so will 
result in member being dismissed from the Auxiliary 
Police. 

4. In~o~, member that he/she is suspended. 

5. Neti::! the Auxiliary Forces Section, by 
telephone, of the arrest. 

6. Pre~are four cODies of A.F.S. *23C (NOTICE 
OF SUS?E~SION DUE TO k~~ST), completing 
captions 1 through 6. 

7. If member' 5 shield was vouchered, enter. the 
werd "vouchered" in caption 4. 

A~~iliary Pelice shields are vouehered, ONLY IF 
REQUIRED AS EVIDE~CE. In all other cases, they 
are forNarded to the Auxiliary Forces section. 
(:?G. 120-17) 

8. Se~ve A.F.S. #23C on merr~er personally, 
and complete caption 7. 

If persenal service cannot be made, prepare a 
reoert on TY:?ED LETTERHEAD describing why such 
se~vice was not possible, including member'S 
current address, resuesting service be made by 
Certified U.S. Mail. Forward the report with 
three copies of the completed form A.F.S. #23C 
to the Auxiliary Forces section . 
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9. Request member to sign caption 8 acknowledging 
receipt of the notice. If member refuses, 
enter ~re£used~ 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 copy is given to membe::;' 

c. one copy is fon~arded to the Borough 
Coordinator; 

d. one copy is placed in ma~er'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 A~~iliary Forces Section. 

12. Is required 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 reas~n for such failure, 
and without good cause, will result in tel7.1ination 
of mawership in the Auxiliary Police. 

13. Upon completion of the court case, prOV10e a 
copy of the court Certificate of Disposition 
to the Unit Coordinator. 

14. Imen contacted by member r enter the date and 
initial the entry in the space provided at 
the bottom of the A.F.S. #23G maintained in the 
member's file. 

15. If no contact is made within five months, with
out good cause, submit fol7.1 AFS #34 recommend
inG that member be DROPPED from the rolls, 
gi;ing the reason, ~Arres~ed - failed to con-
tact Coordinator in months - apparently 
no longer interested-.-II--

16. wnen member's court case is concluded and 
member submits a court Certificate of Disposi
tion, personally conduct an Admimistrative 
Interview. 

AUXILIARY FORCES SECTION 
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17. Upon completion of the Administrative Interview, 
prepare four copies of form A.F.S. #23B 
(DISPOSITION OF C~;RGBS), completing captions 
1 through 5. Prepare a fifth QOpy if finding 
is guilty. 

18. Request tne Precinct Commanding Officer to re
view the disposition and complete captipn '6. 

19. SerTe A.F.S. #23B on member personally, and 
complete caption 7. 

20. Distribute t~e copies of A.F.S. #23B as follows: 

a. one copy is give~ to ~~e member; 

b. Forward the original and one copy (two 
if guilty) to the Borough Coordinator, 
with a report, in duplicate, stating 

1. the results of th~ case in court; 

2. findings of ~~e hearing officer; 

3. recommer.dation regarding the con
tinuation of ~~e suspended person's 
membership i~ ~~e A~~iliary Police; 

c. one copy is placed in member's file at 
his/her unit 

21. If the finding of the hearing officer is "not 
auil tv," endorse the Precinct Coordinator '-s
report and forward all papers to the A~~iliari 
Forces Section. 

22. 

23. 

If the finding is IIgui1 ty," hold all papers 
allowing member ten days to submit a written 
appeal. 
If no anneal is then received, complete cap
tion l3-on the A.F.S. #233, and forward all 
papers to the Auxiliary Forces Section. 

24. If a written appeal is received, personally 
conduct an Appeal, and complete captions 8 
~~rough lIon A.F.S. #23B. 

a. one copy is given to the member; 

AII':tIIIACV t:t'lct"~C: <:C't"TI('\LJ 
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b. forward the original c09Y to the 
Auxiliary Forces Section, with -all re
lated pagersi 

c. file.one c09Y at the borough unit. 

25. Review tape recording 0: hearing, and all 
related papers. 

26. Submit all material to "':.:'e COI1Ul:anc.ing Officer, 
Auxiliary Forces Section, for f~nal determina
tion. 

27. Make final determination of matter. 

28. Publish final decision in an A.F.S. Personnel 
Order. 
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PURPOSE 

PRECINCT 
COORDINATOR 

BOROUGH 
COORDINATOR 

PRECINCT 
COORDINATOR 

To train civilian volunteers in the basic skills and 
techniques needed to function effectively as Auxiliary 
Police Officers. 

PROCEDURE 
1. If possible, start with a minimum of ten (10) 

students. 

2. Classes will be held only once a week. 

3. Contact A.F.S. Traininc Officer at least two weeks 
prior to your first class with the following 
information: 

day, date and time the class is starting 
and fi:1ishing 
location of classes (address and room number) 
number of students 
day and tioe of subsequent classes 

4. Notify the Borough Coordinato~ 

5. Notify Precinct Coordinators throughout the 
borough. 

6. Obtain the following training materials from your 
Borough Liaison Officer at Auxiliary Forces Section: 

A.F.S. #4 - Course Roster - 8 copies 

A.F.S. #5 - Course Attendance Form -
4 copies 

Scholastic Award - (For student achieving 
the highest academic 
grade) 

p .. F.S. #7 15 copies 

DCJS 2005 - 1 copy 

FO? EI>.CH STUDENT 

Basic Training Course Student ~anual 

Quiz Answer Sheets - 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 

7. utilize the Instructor Lesson Plans with the m~nual 
i:1 teachi~g the Basic Traini:1g Course . 

S. Record we9kly attenda~ce on Course Attendance Form -
A.F.S. ~5 (only two (2) absences are allowed per 
st.:,,:Ct2~t) • 

AUXILIARY FORCES SECTION 
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9. After each class send compl~ted form A.F.S. #7 
(Training Attendance Slip) to Auxiliary Forces 
Section, attention: Assistant Training Officer. 

10. Make sure that the initial enrollment package 
is submitted in person (Precinct Coordinator) 
to Auxiliary Forces Section by the 4th class. 

11. 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 quiz me~ely 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 Liaison Officer. Contact him at least 
3 weeks in advance to schedule the exact day 
and time. 

14. Within 5 days after the conclusion of the Basic 
Training Course, submit the Final Package to 
your Auxiliary Forces Section Borough Liaison 
Officer. 

Uniform/equipment vouchers will not be issued until 
~ll reports/certificates are correctly submitted and 
processed. 

15. 

16. 

17. 

18. 

19. 

Verify that all report/certificates are accurate 
and com?lete. 

Forward above to Training Officer. 

Ma~e a??ro~riate entries in Training Course 
Class Log. 

Re:aln one (1) copy of the A.F.S. #4, and 
A.?S. #5. 

Process Di?lomas and Certificates of Scholastic 
Achievemer.;:: . 

AUXlLlARY FORCES SECTION 
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20. Submit to Applicant Processing Personnel: 

a. 1 copy of the A.F.S. #4 and A.F.S. #5 

b. Final Exam Answer Sheets - A.F.S. #6 

Processing of E~rollment Package 

AUXILIARY FC::\CES SECTIO~ 

-----------------------------------------
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To give t:.e student o::icer a better understand~~g c= 
w~at an A~xi~iar~ Police Of=icer does while on patrc~_ 

1. Each student A~~~~ary Police Officer, wh~le 
attending t.~e Basic _ Training Course, is r~i=
ed to perfo~ one (I)' tour of Observer Field 
T=ai~i:lg Duty in the command where he enrolled. 
Observer Field Trai:li:lg Duty will be perfor.oed 
in ~1e company of an Aux~liary Police Field 
Trai:ling Officer (F.T.O.) and anot.1er experienceC 
Auxiliary Police Officer. 

2. Precinct Coordinators will designate certain 
merr~ers of their u:lits as Field Training Officers 
(Auxiliary Police Officers or su?ervisors). 
Me~ers will be selected on the basis of their 
experience, worki~g k:!owledge of Auxiliary Police 
operations, training capability, and t.~eir ability 
to get along .ith ot.1ers. 

3. Student Auxiliary Police Officers will report to 
t.1eir cc~ands on a desi~ated nieht, sien in on 
~'e A.F:S. ilO (Rell Cali), s~~d~roll call 
inspection, make a?propriate ent=ies on their 
activity log sheets, a...i.d be assigned IN CIVILIAN 
CLOTEES TO A F. T.O. a..~d another e:roerienced ' 
Auxiliary Police Officer. No more-than two (2) 
student officers will be assigned to two (2) 
Auxiliary members. While perfor.n.ing Observer 
Field Training Duty, student officers will only 
OESE~v~, and NOT participate in specific duties 
(such as, traffic cont=ol, or routine crowd 
control) . 

4. T:'e Bas':'c Trai:ling Course Instrllctor is 
responsiCle for scheduling students to per:or= 
Obserler Field Trai:li:lg D~ty. He shall pre?are 
A.:.S. Fo~ ~5E (Ve~ification of Observer Fie:c 
Traini:lg Duty), listi~; ~~cse members who are 
~ecuirec to re~crt for Observer Field Traini~g 
Dufy, a~c fo~ward the report to ~1e Precinct 
coorcinatcr CO:lcer~ed. A!~er ~1e student 

AUXIL!t,RY FORCES SECTIO"l 
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officers have completed this duty, the Precinct 
Coordinator shall complete the necessary ,captions 
on A.F.S. Form #5B and forward the report to the 
course instructor. The course instructor will 
enter t~e dates of Observer Field Training Duty 
on the A.F.S'. #5 (Student Att~ndance Form), 
A.F.S. #4 (Course Enrollment - Final Report) 7 

a~d the A.P.S. #6 (Certification of Completion 
of the Primary T~aining Course). 
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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 Un~t Coordinator to 
participate in such training. 

To train Auxiliary Police Officers in the 
skills and techniques needed to function ef
fectively as supervisors. 

1 . Weekly class attendance will be 
on an AFS # SM (Class Attendance 
In addition, an AFS # 7 will 
warded to the Training Officer. 

recorded 
Record) . 
be for-

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 
following forms to the Training Officer. 

S. 

a. AFS # SM - 2 copies 
b. AFS # 6M (Final Exam Answer Sheet/BMC 

Certificatel. - 1 per student 

Make appropriate entries in Training 
Course Class Log 

6. Retain one (1) copy of the AFS # SM 

7. 

8. 

Forward other copy of AFS # SM and 
AFS # 6M's to AF& Personnel Officer. 

File AFS # SM and enter AFS # 6M's in 
student's personnel folder. 

No other courses are required for promotion 
to Lt., Capt., etc. 

P=omotio::s, proc. 3-11. 

AUXILIARY FORCES SECTION 
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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 ~oll Call), the procedure listed 
below will be followed: 

1. 

2. 

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. 

An entry regarding each in-service training 
session will be recorded in the "REMARKS" cap
tion of A.F.S. for~ #11 (Daily 'Time Record) 
for each respective member. For example: 

1/29/80 - Walkie Talkie Refresher - 2 hours 

11/11/89 
6 hours 

Annual Use of Force & Baton Training 

The rear of the DailYTime Record will be used if necessary . 

AUXILIARY FORCES SECTION 
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To review the use of force and baton techniques. 

PROCEDURE 1. As mandated by the Municipal Police Training 
Council every auxiliary member.w~o 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. Fur
thermore, that member WILL BE DROPPED BY THE STATE 
FROM IT'S ROLLS. 

2. Therefore upon receipt of his command's computer
ized printout. sheet, every auxiliary coordinator 
will. record, the date that his members were 
trained and acknowledge receipt of the "Ose 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 
completed their Self Defense Training within 
calendar year. 
Coordinators will enter, in the' date attended 
umn of the printout, 1989 for those members. 

have 
the 

col-

3. Those members who do not attend BOTH training 
sessions will be marked "Admin. Only" under the 
heading "Date Attended." 

4. Aux~liary members AND precinct coordinators will 
initial, upon completion of training or adminis
trative designation, the computerized printout. 

S. Completed printout MUST be at Auxiliary Forces 
Section by December 15 . 

A U X I LI A R Y FOR C E S .S E C T ION 
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To oermit communication with A~~i1iarv Police Officers 
in t~e field and a Preci~ct Base Station Dispatcher. 

This system is separate from the reg~lar police 
division frequenci~s. 

1. The following guidelines have been established for 
the operation of -the Auxiliary Police Communica
tions System: 

EASE STATION 

The precinct will be referred to as the "Base 
Station. u It is advisable to have two (2) 
Auxiliary Officers assigned to t~e base station. 

A Division Rac.io MUST accompany a Base Station Dis
pat::::er. 

BASE STAT!ON ASSIST]01T 

This me~ber will continuously monitor the regular 
police c.ivision radio and ~;ediately notify the 
Base station Dispatcher of any priority messages 
which must be re-broadcast over L~e A~~iliary 
Police Communications Net~o~kp 

Exar:lOle: 

If a 10-30 (Robbery in Procress) is broadcast 
over ~~e division radio r the base station 
assistant will immediately relay all necessary 
information (exact location, type of incident, 
etc.) to the Base station Dispatcher who will 
notify all field units. The Base Dispatcher 
will state, "67 A~~iliary Base to all 67 
Auxiliar-I units. Be advised ~~at L~ere is a 
10-30 - Robbery in Progress at Flatbush and 
C~urch Avenues. Do net go in ~~e vicinity 
0: this a::-ea". 

BASE STATION RADIO DISPATCEE~ 

This me"ber will· be resDonsible for making all 
telephone notifications: appropriate entries on 
the Roll Call Suoolement (A.F.S. lOA), and 
transmi:ting anc.-~eceiving all messages pertain
ing to t::e Auxiliary unit. 

AUXILIARY FORCE~ 5ECTIO~ 
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When .l\uxiliar'I Police field officers request a 
police unit to respond to a location, the Base 
Dispatche= will relay the message as follows: 

To the Division Radio Disoatcher if 
I~~EDIATE assistance is needed. 

- To 911 in other emerge~cies. 

- To the precinct sw:tchboa=d in non
emergence situations. 

2. When only one (1) Auxil:ary Officer is assigned 
to the Base Station, he shall oerform the duties 
of Dispatcher and Base Station-Assistant. 

Base Station Ope=ators should ensure that there are 
no radios or music playing in the vicinity of the 
Base Station, si~ce this will interfere with trans
missions. 

When one (I) Base Station handles t' .... o (2) or three 
(3) precincts, the adjoining precincts utilizing the 
same Base Station will send a Dispatcher to the Base 
station on a "as needs basis". 

REQUIRED ENTRIES ON ROLL CALL SUPPLEMENT - A.F.S. #IOA 

AFTER ROLL CALL 

The Base station Dispatcher will sign in on page 1 
and 2 and the Base Station Assistant ~ill sign in on 
page 1 of the Roll Call Supplement. The following 
infornation will be entered on page 1: ranks, names, 
assignments, tea~ numbers (pairs of Auxiliary Police 
Office=s will be designated by team nw~ers), and 
commands of auxiliary pe=sonnel pe=fo~ing field duty. 

DU?,DIG T::E TOU?, 

A. If auxiliary teams a=e assigned to specific 
incidents, request police assistance, or report 
oatrol conditions, the Base Station Disoatcher 
~hall make appropriate entries on page 2 of the 
Roll Call Supplement . 
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EXPLANATION OF CAPTIONS ON PAGE 2 OF ROLL CALL 
SUPPLEME;:'lT 

Time Received - Refers to the time the Base station 
Dispatcher received the transmission or notification; 
the time the Dispatcher sig~s in and out; and the 
time of certification of entries bv Coordinator or 

"Auxiliary Police supervisor. -

Time Sent - Refers to the ti~e the Auxiliary team 
is sent to an incident. 

Member Sent .. Refers to the .,\uxiliary team sent to 
an inciden1:. 

Disposition - Refers to the final disposition of an 
assignment. For example, resuming patrol, notified 
the telephone switchboard, etc. 

A~~iliary field officers may only'give a final dis
position for incidents dispatched from the Auxiliary 
Base Station. Members usinc reaular division radios 
who come upon an incident t; which ap~lice unit is 
being dispa tched, 'are not penni tted to giv'e 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. 

C. 

When the Base Disnatcher is relieved, he/she 
shall sign out and ~~e relieving officer will 
sian in on naae 1 and 2 of ~~e Roll Call 
Su;niement.· When the Base Station Assistant 
is· relieved ~~e same procedure will be followed, 
but only on page 1. 

The Precinct Coordinator, or in his absence, an 
Auxiliary Police supervisor, will certify 
entries by enterina the time and his signature 
on page 2 of the Roll Call Suppla~ent. 

AT THE COHPLE~ION OF THE TOU2 

A. The Base station Dispatcher will sign out on 
page 1 and 2, and the Base station Assistant 
will sign out on page 1 o~ the Roll Call 
Supplement. 

AUXILIARY FORCES SECTION 



• 

c 

( 

( 

• 

AUXILIARY GUICE 

DATE :S~D 

I 

AUXILI.;;RY POLICE 
COHNUNICATIONS SYSTD! 

DATE ~Fi':C7rVE RE V [S ,eN ,~LM8Eil 

I 
PAGE 

I 4 of 5 

B. The Precinct Coordinator, or in his absence, an 
Auxiliary Police supervisor, will certify all 
entries by drawing a line through tte next 
available space on page 1 and 2 of the Roll 
Call Supplement, and affix his inItials thereto. 

C. The Base Station Auxiliary Police supervisor and 
Precinct Coordinator will sign page 1 of the 
Roll Call Supplement. 

RESPONSI3ILITIES OF PATROL OF:ICERS 

A. Pairs of Patrol Officers will be desicnated as 
TEAl·1S, for example, 67 Precinct Au.'dliary team 
#l. 

B. A fresh battery will be installed at the start 
of the tour. 

C. Tpe portable radio will be kept in its carrying 
case. 

D. Do NOT leave'a portable radio in an unattended 
RMP. 

E. Each rna~er will safeguard his portable radio, 
and keep it on hi~ person at p~L times during 
t..'1e tour. 

F. The freque~cy selector will ra~ain in the 
position designated for each command. 

G. Members will not transmit unless t..~e frequency 
is CLEAR. 

H. Unauthorized transmissions and profanity are 
PROHIBITED. Members will o~ly use the radio 
for OFFICIAL BUSINESS. 

I. Ma~ers must begin transmissions by identify
ing t..~emselves. For example, "67 Precinct, 
.;;u.xiliarv teal:! 1 to 67 Au.xiliary base - K". 
Use FULL-precinct designations -109-69-9, 
etc. 

J. All transmissions will go t..~rough the 
Dispatcher. Field units will NOT transmit 
to one another. 

AUXILIARY FORCES SECTION 



• 

( 

NOTE 

( 

( 

• 

AUXILIARY GUICE 
AUXILIARY POLICE 

COJ!lHUNIC.:;'TIONS SYSTE:'l 

;:'t.GE 

! 5 of 5 

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 co~~ands use the A~~iliary 
radio frequency, and other units may be trying 
to reach their Dispatchers, messages MUST be 
short and to the point. 

N. The use of radio code sicnals helos to make 
individual transmissions·brief, tSereby freeing 
the radio for others. It is recommended that 
Auxiliary personnel use code signals, if 
possible. 

O. Messages shall NOT be transmitted within 150 
feet of any location where blasting operations 
mav take place. Blastinc caps mav be detonated 
by-an electronic signal.· In-addition, the 
radio shall be turned off and not used in the 
vicinity of a suspected explosive device. 

P. Members will not attempt anv repair to the 
portable radio. If the radio is inoperative, 
~~e Precinct Coordinator must be notified. 

Underground Transit Patrol will. only be done when 
a transit portable radio is provided along with a 
division or A~~iliary Police radio. (Example: 
2 man patrol~ 1 transit radio and 1 A~~iliary 
Police or 1 division radio) 

3. A sufficient number of qualified A~xiliary 
personnel shall be designated Base station 
Disoatchers and Assistants. The Precinct 
Coordinators will emphasize the importance 
of monitoring the poiice division ~requency, 
and train each member in the proper use of 
the radio. 

4. Adherence to ~~e above cuidelines will afford 
all members the capabilIty for continuous 
radio co~~unication, and help insure their 
safety while performing patrol duty. 

AUXILIARY FORCES SECTION 
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To standardize the maintenance, safeguarding and 
recording of radio assignments. 

1. ALL Auxiliary Police units which have been issued 
portable radios shall maintain a i'Radio Assign
ment Log" (PO 647-141), "Radio Identification 
Record ". (misc. 249) and "De:ective Radios" form 
(misc. 250). 

2. The RA[TO ASSIGNMENT LOG shall be maintained as 
follows: 

.'Zl... An Auxiliary Police supervisor shall be 
designated to issue portable radios. The 
supervisor's name shall be entered in caption 
"Issuing me.rn.ber". 

B. The date shall be entered. 

C. ONE page shall be used for each dav portable 
radios. are issued. 

D. ALL RADIOS assigned to the A~~iliary Police 
unit shall be entered in caption "Radio No." 
(radio number) . 

E. The member to whom the radio is issued shall 
complete the following captions: 

1. "Rank" 

2. "Signatu::e" 

3. "Post" 

4. "Case" (indicate "yes" if issued case; 
"no" if not issued case.) 

F. The Auxiliary Police supervisor issuing radios 
shall indicate time and his/her initials. 

G. At the end of the tour, the A~(iliary Police 
supervisor to whom the radio is returned shall 
indicate the time and his/her. initials. 

H. The "Remarks" cantion shall include radios not 
assigned to field personnel. For example: 

1. At Command - operational 

2. At Command - defective 

3. At Radio Repair Shop for repair 

4. Listed on complaint report (lost/stolen) 

AUXILIARY FORC~.s ~J:r.Tln~ 
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I. The designated Auxiliary Police supervisor will 
be assigned to complete "Recapitulation" 
section on the bottom of the RADIO ASSIGN!1ENT 
LOG. 

J. The PRECINCT COORDINATOR shall verify all 
entries tq ensure completeness and accuracy, 
and enter his/her signature in caption 
~Signature of Station House Of~icer~. 

3. The RADIO IwENTIFICATION 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 a:,::propria te ent::y in the "REM.i\RKS" 
column when a radio is permanently removed from 
the Auxiliary Police unit's inventory (lost, 
stolen, conde~!ed, etc). 

4. DEFECTIVE ~;nIOS - report shall be stapled to 
the rear cover of the RADIO ASSIGN~~NT LOG. The 
Precinct Coordinator shall make appropriate 
entries when it is removed to the Radio Repair 
Shoo for reDair and returned to the command. 
The-Precinct Coordinator will enter his/her 
,signature in caption "Signature of Station House 
Officer". 

5_ Radio AssigTh~ent 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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PURPOSE 

AUXILIARY GUICE P~:C;:SUR£ ':0, 10 - 3 

T~~~SMISSION OF BAS2 STATION RADIO C.;LL LETTERS 
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I I I 1 of 1 

In accordance with Federal Communication Commission 
Regulations, ALL Au:dliary Police Base stations in 
operation must transmit their designated call 
letters every half (~) hour. ' 

PROCE:DUP..E 1. On the hour and half hour, the Base Station 
Dispatcher will transmit: the time, the 
precinct designation and the Base station call 
letters. 

Examole: 
A. TL~e is 2000 hours, 109 Precinct 

A~~iliary Police Base station (call 
letters KNAG 636) 

B. Time is 2030 hours" 109 Precinct 
A~~iliary Police Base Station (call 
letters KNAG 636) 

2. Precinc~ Coordinators concerned will insure 
that instructions relative to ~~e above and 
the desianated call letters for the Base 
Station are clearly posted at L~e Base station 
console. 

AUXILIARY FORCES SECTION 
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PURPOSE 

NOTE 

PROCEDURE 

REPAIR OF COMHUNICl..TION EQUI?ME~T 

PM , 
1 of 1 

To permit the prompt reporting and repair of defective 
equi?ment. 

The maintenance and repair Ot Auxiliary Police portable 
radios, chargers an~ base stations is· the responsibility 
of the Precinct Auxiliary Police Coordinator. 

REPAIR OF BASE STA~ION 

In the event of a malfunction i.:1 the ooeration of the 
Base Station, the Precinct Coorcinator"will make an 
i~eciate notification to the Radio Repair Shop. 

Notification will include: 

a. Type of defect (specify exact problem, for 
example, unable to transmit or receive) ; 

b. 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 A~~iliary Precinct 
Coordinator . 

AUXllIJ.RY FORCE~ ~C.r.TI(j~ 




