JACKSONVTLLE POLICE DEPARTMENT

Policyr 124
Effectiver 09{1-11

TRUSTEE COMMLINITY SERVICE PROGRAM

Revisedr 01-1&21

PURPOSE: To facilitate the community sewice time given to people sentenced by the Jaclsonville District
Coun.

POLICY: lt

is the policy of this Department to allow a person sentenced with no more than wenty (20)
days of community service to complete those dals at the Jaclsonvifle Police Deparrment.

PROCEDUREST
t.

The program is designed to allow a person sentenced to community service to sen€ a maximum of
twenty (20) days.

il.

The Trustee Coordinator may apptove a person to sene beyond rwenty (20) days if exigent
circumstances exist, and only after gaining the authorization of the Jacksonville District Court
Judge and the Support Service Division Commander.

III.

The Suppon Services Division is responsible for the adminisnation of the Trustee Community
Sewices Program.

A.

The Trustee Coordinator shall oversee the day to day operatiors and is responsible for
repofting violations of Tmstee Rules by panicipants via the chain of command for the Suppon
Service DMsion.
1. Violations of rules and,/or regulations will be documented in writing and attached to the
court paperwork.
2. A copy of this report will be maintained on file in the Support Services DMsion.
3. Upon receiving information or complaints of a trustee violating rustee rules or of an
injury susained by the mrstee, however slight; the Trustee Coordinator shall make an
immediate inquiry and report the initial {indings via the Support Service Division chain of
command.

4.

If a mxtee becomes sick or is exposed to a contagious disease or a harmful substance while
performing the duties of a trustee, the Tmstee Coordinator shall immediately notif,/ the

Support Sewice Division chain of command.
Injuries, illnesses, and accidents will be documented by an ofiicial police report and
maintained on file in the support sewices dMsion.
The Trustee C.oordinator will monitor weather conditions for outdoor actMties and insure
proper safety precautions are utilized.
The mrstee coordinator shall insure all mrstees signed out to other City Departments are
accounted for at the end ofthe work day.
The Trustee Coordinator shall ensure a warrant check is being performed on all persons who
sign up to participate in the program. This will be conducted each day prior to the dismissal of
the mrtees by employees authorizcd to use NCIC/ACIC.
It is the responsibility of the Trustee Coordinator to regularly check the status of the mrstees.
He will closely monitor all assignments and activities throughout the work day and report any
problems and,/or issues to the Support Services DMsion chain of command as soon as it is
practical to do so.

5.

B.
C.
D.

E.
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IV.

SPECLALINSTRUCTIONS

A
B.

V.

The Trustee Coordinator is authorized to give extra days credit, four (4) for one (1) maximum,
for trustees who perform at an exceptional level or were tasked with assignments that required
more than the normal day to day asks requirements.
No person serving in the mrstee program for a sentence of Driving While Intoicated (DwI) or
Driving Under the Influence (DUI) will be authorized for extra credit. Each day sewed must be
one (1) for one (1).

TRUSTEERULES

Each penon serving in the trustee program shall be advised of the program rules and
regulations gorrming their behavior while they are serving on the program. The trustee
coordinator wi[ ensure these rules are corcred with the trustees each moming during the sign.
in briefing.
1. The Trustee Community Service Program regular dals of operation are Monday through
Friday and begin at 7,15 a.m. and end at approximately 4:00 p.m. Trustees are to arrive
and sign in prior to the start time and are not to learc early unless authorized by the
Trustee Coordinator.
a. Trustees that anive late may be unable to sign in and work in the program that day.
b. Trustees that leave without permission may be dismissed from the program.
c. The program wi[ not operate on holidals or weekends, except under special

2.
3.
4.

circumstances.
Trustees will be allowed to take fifteen (15) minute breaks at 9:15 a.m. and 2:15 p.m.
Additional breaks may be authorized by the Tmstee Coordinator as needed.
Trustees will be provided a lunch break between 1 1,30 a.m. and 12130 p.m.
Trustees shall work at a steady pace, except during their breaks and lunch.
lf necessary, the Trustee Coordinator may direct the trustees to perform duties during
their breaks or lunch.
lf this is done, the trustee will be allowed to take a break later in the day or to leave
early at another time during the same week.

a.
a.

b.
5.
6.
7.

8.

Any mrstee that becomes ineligible to participate in the program due to violatiors of
trustee rules and regulations shall not be credited for sewice that day.
Any injury or sickness sustained by a trustee while performing their sewice does not apply
to lost time, unless the injurywas the result of gross negligence.
Trustees must supply their own lunch and bring it with them.
a. A trustee shall not accept any money, food, property, or medication without the
specific permission of the Trustee Coordinator from any pe6on once the rrustee is
signed in to the program and not until after they are released from the program.
b. Trustees will be provided a location to store their lunch until their lunch break.
c. Trustees may only use the vending machines in the police building during their breaks
or lunch period.
d. No microwave or any other method of heating food will be made awilable.
Trustees are not allowed to have more than ten ($10.00) dollars in coins or one ($1.00)
dollar bills.
a. The Holding Facility staff will not be responsible for any funds or monies belonging to
a trustee.

b.

9.

Any mrstee found in

possession of funds or monies exceeding this limit will be
instructed to leaw the program that day.
Tmstees are prohibited from entering any unoccupied office or room in the police building
without authorization and the personal obsenation of a Police Department employee.
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wi[ not loiter or trespass into unauthorized areas.
will not be permined visitors at any time during their participation

Therefore, mrstees
10. Trustees

in

the

proSTam.

11. Trustees shall not initiate a coNrrsation, outside of completing an assigned taslq with any
Department employee, any citizen, or any inmate in the Coun Holding Facility or its Book
ln Area or being transponed, etc.
If questions arise about a work assignment the trustee will consult with the Trustee

a.

Coordinator.
12. Connaband is stricdy prohibited and any item possessed by a trustee signed
program will be considered a violation.

into the

a. Any
b.

item that could be used as a weapon, elecronic devices, cards, games,
reading/drawing material, witing instruments, keys, medicine, or personal laundry are
prohibited.
Any item considered by the Trustee Coordinator to be a security risk will be

considered contraband13. Trustees will not be permined

to use a telephone or a cell phone while signed in and
during their work day in the program, unless authorized to do so by the Trustee

Coordinator for emergency purposes or other exigent citcumstances.
14. The common areas for trustees will be designated by the Trustee Coordinator. These will
be the only areas the m.rstees will remain while they are awaiting assignments or taking
breaks.
15. Trustees may

driw

a vthicle onto City of Jacksonville property as long as they have a ralid

drivrr's licerse.
a. The vehicle may be parked at the rear parking lot below the

hill.

This is the only

authorized parking area.

b.

A1[ mxtee rchicles

will be subject to a search and seizure

as allowed by Federal and

Sate laws.
16. Trustees are allowed to smoke at the designated area located adjacent to the car wash when
exercising this privilege during breaks and lunch.
a. Tmstees will dispose of cigarette buts by placing them into the proper container.

b.

This privilege cen be revoked at any time by the Suppon Services Division

Commander or the Offrce of the Chief of Police.
17. Tmstees will not accept gifu or donations from fe[ow Eustees, citizens, or employees of
the Department.
18. Trustees shall not conduct any personal business while signed in to panicipate in the

prqram.
19. Trustees will not be allowed to operate any motorized rehicle that requires a certificate or
driver's license while signed in to participate in the program.
20. Trustees will not participate, conspire, or assist in any violation of Federal or State laws,
and County or City ordinances.
21. Trustees will display courteous behavior to all persons they are around; including fellow
trustees, inmates, civilians, officen, and other City employees.
22. Trustees will not display obscene objects or material, me profanity, perform lewd acts, or
sexually harass any person.

23. Trustees

will

use safety equipment provided by the Department and other City

Departments. This equipment will be used appropriately.
24. Trustees are not permitted to wear shorts, Capri's, halter tops, bikinis, sleeveless
open toed shoes, swim shoes, slippers, or house shoes.
a. Trustees will wear long pants that come down to their shoes.
b. No saggy pants are permitted.
c. "Doo rags" or wrap around clothing is not permined.

T*hirs,
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d.
e.
f.
g.

Trustees are not permined to wear jewelry except for watches or wedding bands.
No clothing will contain obscene pictures, profane language, racist or gang material.
No sexual organs maybe exposed due to lack of clothing.
Hats will be wom as they are intended to be worn and not backwards or sidewals on
the head, but forward and straight.
25. Hats and sunglasses must be removed while indoors.
26. Trustees will wear an orange safety vest at all times while signed in to participate in the

pro8ram.

27. Trustees will not ha!€ any contact with police animals.
a. Verbal or physical harassment of these animals will not be tolerated.
b. Examples include, yelling, spifting, or throwing objects at the canine, and running
towards or away from the canine or the K9 transport vehicle the animal is housed in,
etc.

28. Trustees will not disrespect or abuse any City property.
29. Trustee grierances will be addressed by the Support Services Division staff.
30. A mrstee who wimesses another trustee violating the program rules and regulations must
immediately report this to the Trustee Coordinator. Any Eustee who fails to report such
violations, aids another mutee in the violation, or obsm:cts any govemmental operation

will be immediately discharged fiom the program.
31. Persons participating in the program must be physically able to perform light manual tasks.
These tasks include, but are not limited to:

a.
b.
c.
d.
e.

Laundry services;

Washing/cleaning Police Departmentvrhicles;
Pi&ing up litter;

tawn maintenance; and
General housekeeping sewices.

32. Penons not phpically able to perform the light manual tasks and similar tasks do not
qualify for participation in the program and must complete the balance of their jail
commitment at the Pulaski County Regional Detention Facility or the Jacksonville Police
Department's Holding Facility (lockdown) as directed by the Jacksonville District C-ourt or
other court of jurisdiction.
33. Any violation of the Trustee Rules and Regulations will result in the trustee's dismissal
from participation in the Trustee Community Service Program.
a. The mrstee will have to report to the Pulaski County Regional Jail to sewe the
remainder of their time.
b. Any mlstee committing or threatening to commit a criminal act or acts of harassment
will be barred from any future participation in the program.

Brd /("lk
Breft C. Hibbs
Chief of Police
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