Windsor Police Cadets
Cadet Manual

REVISED 10-30-18

The Windsor Police Cadets, established in 1981, is a community-oriented program, operating year-round under the direction of the Town of Windsor, its Police Chief, Directors, and Advisors.  Its mission is to develop responsible youth; encourage academic excellence, leadership, teamwork, and volunteerism; and offer young men and women insight into the field of law enforcement.   

The program is supported by the Windsor Police Cadets, Inc., a non-profit, tax-exempt, charitable organization under I.R.C. section 501(c)(3).  
In accordance with its objectives, Advisors and members of the program are expected to adhere to the following rules and regulations:

ACTING Leaders
ACTING Leaders may be selected when:

1.
A Post Officer is either placed on a leave of absence or suspended as a result of disciplinary action for an extended period of time (i.e. month). 

2.
There are less than SEVEN Post Officers.   

ACTING Leaders are assigned to indefinite terms of office.

Although not formally evaluated, ACTING Leaders who fail to exemplify the standards set forth by the post may be asked to resign.
ACTING Leader Qualifications

To be considered for an ACTING Leader position, a candidate must:

1.
have successfully completed a six-month probationary period.  

2.
have displayed exemplary performance as a member of the post.

In addition to the above requirements, ACTING Leaders who have not successfully completed “Leadership in Life” must attend the next available session.
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ACTING Leader Selection

Candidates who meet the criteria listed under ACTING Leader Qualifications may be offered a position by the Advisors.  

Advisors

The post shall be led by several sworn AND civilian Advisors.  Advisors are assigned to indefinite terms of office.  
Although not formally evaluated, Advisors who fail to exemplify the standards set forth by the post and/or fulfill their responsibilities may be asked to resign.

Advisor BENefits

The following benefits are provided to Advisors:

1.
Advisors receive a birthday card on or about their birthday.

2.
Advisors AND ADVISOR AIDES MAY REQUEST a complimentary casual uniform DRI-FIT AND polo shirT.  Advisors may ALSO request ADDITIONAL uniform and/or equipment accessories. 

3.
Advisors receive a Local Government Discount @ Hertz Rent-a-Car for business and personal use.

4.
Advisors may request a BJ’S WHOLESALE, Costco’s or Sam’s CLUB membership for business and personal use.   
5.
at the director’s discretion, Advisors AND ADVISOR AIDES may earn a C.D.L. (Class C) license with a passenger endorsement/public service license and be reimbursed for renewals AT THE POST’S EXPENSE.  
6.
Advisors are invited to attend squad pizza parties, held at the conclusion of each review period.

7.
CIVILIAN Advisors may participate in ride-alongs and dispatch observations.  

8.
Advisors may borrow post equipment, PROVIDING THEY HAVE OBTAINED THE ASSOCIATE DIRECTOR’S PERMISSION AND SIGNED IT OUT BEFORE DOING SO.  
9.
Having served at least six months, Advisors may be invited to attend the Advisor Appreciation Dinner.  Although ineligible to attend, Advisor Aides may be issued a $25.00 OR $50.00 gift certificate.  

10.
Advisors receive a complimentary post photograph.  

11.
Having served at least FIVE years, Advisors may be invited to chaperone the Florida Weekend Get-away.

12.
Advisors may invite family members and/or SIGNIFICANT OTHERS to attend post activities at their own expense.  Advisors shall obtain the ASSOCIATE Director’s permission before doing so.  AS A GENERAL RULE, HOWEVER, CADET-ELIGIBLE FAMILY MEMBERS ARE NOT PERMITTED TO ATTEND SOCIALS UNLESS OTHERWISE SPECIFIED.    

13.
Advisors are invited to attend Member Appreciation Outings, regardless of time served.

14.
Advisors ATTENDING a post activity may be reimbursed for childcare up to $10.00/hour.  ADVISORS ARE REQUESTED TO CONTACT MEMBERS FIRST.
15.
ADVISORS’ CHILDREN ARE EXEMPT FROM PAYING DUES AND REGISTRATION FEES.
16.
AMAZON PRIME MEMBERSHIP, AS WELL AS, A CELLULAR PHONE AND SERVICE ARE PROVIDED TO THE DIRECTORS FREE OF CHARGE. 

Advisor COMPENSATION

CIVILIAN ADVISORS RESPONSIBLE FOR ATTENDANCE, UNIFORMS & EQUIPMENT, OR SERVING AS A DIRECTOR ARE PROVIDED A QUARTERLY CONSULTING FEE OF $125.00 EACH.  PARTIAL PAYMENTS ARE PROHIBITED.  
SWORN ADVISORS AND OFFICERS ASSISTING THE PROGRAM MAY BE REASSIGNED UP TO TWELVE HOURS/MONTH PROVIDING THE REASSIGNMENT:
1.
IS RELATED TO LAW ENFORCEMENT.  EXAMPLES INCLUDE LAW ENFORCEMENT TRAINING CLASSES AND COMPETITION; MEETINGS HELD AT THE POLICE DEPARTMENT; AND TRAFFIC AND SAFETY EVENTS OCCURRING IN TOWN.  

2.
DOES NOT CAUSE OVERTIME.

3.
RELATES TO HOURS WORKED WITHIN THE SAME WEEK.

4.
IS SUBMITTED TO AND APPROVED BY THE OFFICER’S IMMEDIATE SUPERVISOR.

REASSIGNMENT OPTIONS INCLUDE ARRIVING LATE OR LEAVING EARLY FROM A SCHEDULED

SHIFT; BEING REASSIGNED TO WORK A DIFFERENT SHIFT; OR COMING OFF THE ROAD FOR UP

TO TWO HOURS.  

IN LIEU OF THE ABOVE AGREEMENT, SWORN ADVISORS AND OFFICERS ATTENDING THE CADET POLICE ACADEMY MAY REQUEST TO BE REASSIGNED FOR THE WEEK. 
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Advisor expenditures

Advisors shall obtain the ASSOCIATE Director’s permission before making ANY NON-SCHEDULED EXPENDITURES.
A.T.M. AND CREDIT Cards issued to the DIRECTORS shall be utilized for post-related expenses only.  Advisors wishing to borrow EITHER card shall contact the ASSOCIATE Director.  
THE A.T.M. CARD SHALL BE UTILIZED FOR CASH WITHDRAWALS AND DEPOSITS ONLY.  A $500.00 DAILY WITHDRAWAL LIMIT HAS BEEN ESTABLISHED.
THE CREDIT CARD SHALL BE UTILIZED FOR ALL REMAINING PURCHASES.  CREDIT CARD RECEIPTS, SPECIFYING THEIR PURPOSE, SHALL BE FORWARDED TO THE DIRECTOR.  

Advisors SHALL be reimbursed for items purchased exclusively for the post.  Reimbursement receipts, specifying the Advisor’s name, purpose, and amount owed shall be submitted to the ASSOCIATE Director.  Under no circumstances shall an Advisor reimburse themselves from the proceeds of a post activity. 

Advisor Qualifications

To be considered for an Advisor position, a candidate must:

1.
be a minimum 21 years of age and preferably a current/former member of the post, a parent/guardian of a member, or a Windsor Police Department employee.

2.
be interviewed by the ASSOCIATE Director.  Current members are exempt.
3.
pass a background investigation, to include a criminal history and Windsor Police Department in-house check, as well as, verification of any character references.  Current members and Windsor Police Department employees are exempt.
4.
complete a two-month observation period.  Current members are exempt. 

Advisor Responsibilities

Advisors are required to attend monthly meetings and encouraged to attend post activities.  Responsibilities include:


Director


SERGEANT Bernard Petkis


ADVERTISING (AIDE CINDY TAPLIN)


Calendar, Membership & Monthly Agenda

-program & RACE sponsors


DISCIPLINARY REVIEW BOARD


Finances



LAW ENFORCEMENT TRAINING & COMPETITION 



-EVALUATOR

Member & Post Photographs (LIEUTENANT Michele NEARY)


MEMBER SELECTION & ORIENTATION

N.E.R.L.E.E.A. COORDINATOR (AIDE SANDY BUETTIKER)


PHYSICAL FITNESS (OFFICER TYRA TAYLOR)



-OBSTACLE COURSE QUALIFICATION & COMPETITION



-P.O.S.T. FITNESS ASSESSMENT


Recognition Gatherings 

RECRUITMENT INITIATIVES


VEHICLE MAINTENANCE & RENTAL REQUESTS

ASSOCIATE Director


OFFICER Nicole ALBERTI 


Advisor Selection & Orientation 

Attendance & SIGN-UP SHEETS 

A.T.V. & Mountain Bike SERVICE (AIDE MATT ALBERTI)


EQUIPMENT MAINTENANCE & REPAIRS (AIDE MATT ALBERTI)

FACILITIES


Food & Beverages  


FUNDRAISERS 

Post officers


SENIOR CADETS
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ADVISOR SHONTAY GIBSON


ACADEMICS & DISCIPLINE

 
LAW ENFORCEMENT TRAINING & COMPETITION 



-DISPATCHER
  
Notifications


SHAD DERBY

OFFICER ALAN MASON

LAW ENFORCEMENT TRAINING & COMPETITION 



-INSTRUCTOR & EVALUATOR

TECHNOLOGY



-AUDIO VISUAL PRESENTATIONS



-PHOTOGRAPH MANAGEMENT

OFFICER PATRICK DOWD

LAW ENFORCEMENT TRAINING & COMPETITION 



-PERSONNEL & TRAINING PROPS

TECHNOLOGY



-WEB SITE


Uniforms & Equipment (Aide Sandy ANDERSEN)


ADVISOR CAROLYN JOSEPH

BAKE SALES (AIDES LISA ANDERSEN & CINDY TAPLIN)


COMMUNITY SERVICE ACTIVITIES


LEADERSHIP & TEAM-BUILDING EXPERIENCES 


-LEADERSHIP REACTION QUALIFICATION & COMPETITION

Registration night

OFFICER BILLY THOMSON

LAW ENFORCEMENT TRAINING & COMPETITION 



-INSTRUCTOR & EVALUATOR

UNIFORM & EQUIPMENT RECOVERY

Additional responsibilities may be required of Advisors as needed.  Advisor Aides may be selected to assist Advisors with their responsibilities.  

Advisor Selection

Candidates, who meet the criteria listed under Advisor Qualifications, may be selected by the ASSOCIATE Director.  Once selected, candidates are required to attend an Advisor Orientation. 
Alumni
To be considered alumni, members must have: 

1.
served at least five years as a current and/or former member or remained in the program until age twenty-one.
2.
resigned or retired in Good Standing.
Appeals

Members have the right to appeal any decision made by the Advisors.  Appeals shall be made in writing and forwarded to the Director.  

APPEALS OF DECISIONS MADE BY THE DISCIPLINARY REVIEW BOARD shall be reviewed by the ADVISORY BOARD.  REMAINING APPEALS SHALL BE REVIEWED BY THE DESIGNATED POLICE LIEUTENANT.
Attendance
MEMBERS ARE REQUIRED TO ACCUMULATE AT LEAST 50% OF THE AVERAGE HOURS WORKED BY THEIR PEERS IN A THREE-MONTH REVIEW PERIOD.  SENIOR CADETS, AS WELL AS, NEW MEMBERS PRESENT FOR ONLY PART OF THE REVIEW PERIOD ARE EXEMPT.  
MEMBERS WHO FAIL TO ACCUMULATE AT LEAST 50% OF THE AVERAGE HOURS WORKED BY THEIR PEERS IN A THREE-MONTH REVIEW PERIOD shall be placed on review status the following review period.  All privileges shall be suspended as a result.  MEMBERS who EITHER accumulate no hours in a three-month review period or fail to ACCUMULATE AT LEAST 50% OF THE AVERAGE HOURS WORKED BY THEIR PEERS while on PROBATIONARY OR review status may be asked to resign.
MEMBERS REQUESTING CONSIDERATION OF ABSENCES POSSIBLY AFFECTING THEIR ABILITY TO MEET ATTENDANCE REQUIREMENTS MAY COMPLETE AN ATTENDANCE CONSIDERATION FORM.  THESE FORMS SHALL BE SUBMITTED TO THE ASSOCIATE DIRECTOR.  MEMBERS UNABLE TO ATTEND POST ACTIVITIES FOR A MONTH OR MORE MAY REQUEST A LEAVE OF ABSENCE.  
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Unless otherwise specified, members attending any post activity, in its entirety, shall earn a minimum two hours.  Under circumstances where a post activity is canceled without notification, members in attendance shall be credited the number of hours scheduled. 

Members are encouraged to attend formal meetings regularly.  As an incentive, members in attendance earn double hours.  MEMBERS absent from a formal meeting are responsible for THE PAYMENT OF ANY OUTSTANDING fees.  
Members chaperoning Sage Park Middle School’s Cape Cod Trip and/or participating in the Cadet Police Academy shall earn a maximum forty hours. 

Members attending THE Florida Weekend Get-away, “First Year Away” Dinners, Member Appreciation Outings, Post Officer Appreciation Outing, Registration Night OR SOCIALS shall not earn hours.  

Members who anticipate being absent from a post activity, for which a limited sign-up was conducted AND THEY SIGNED UP, shall find a replacement.  Members who do not shall be deducted the number of hours missed.  
MEMBERS WHO ANTICIPATE BEING ABSENT FROM a law enforcement training competition or qualification FOR WHICH THEY SIGNED UP, SHALL CONTACT THE ASSOCIATE DIRECTOR.  Members who do not shall be deducted the number of hours missed.    
MEMBERS who anticipate being absent from a social for which they signed-up, shall contact the associate DIRECTOR prior to its commencement OR CUT-OFF DATE.  Members who do not MAY be ineligible to attend the following social AND RESPONSIBLE FOR ANY FEES INCURRED.  
MEMBERS who anticipate being absent from a ride-along or dispatch observation FOR WHICH THEY SIGNED UP, shall contact the DESIGNATED Police Officer OR DISPATCHER prior to its commencement.  To facilitate the timely re-offering of shifts with SWORN ADVISORS, Members shall not leave voicemail messages regarding cancellations.  Members who disregard the above procedures shall be ineligible to participate in ride-alongs AND dispatch observations the remainder of the month, as well as, the following month.  

ADVISORS AND POST OFFICERS WHO ANTICIPATE BEING ABSENT FROM AN ASSIGNED POST ACTIVITY, FORMAL MEETING, OR INFORMAL MEETING SHALL NOTIFY THE PERSON ABOVE THEM IN THE CHAIN OF COMMAND, FULFILL ANY RESPONSIBILITIES, AND FIND A REPLACEMENT IF NECESSARY.  Advisors and POST OFFICERS absent from a formal or informal meeting are responsible for all information covered.
Post Officer REPLACEMENTS shall be contacted as follows:


Captain
LIEUTENANTS


1st
Call Lieutenants 
1st 
Call Lieutenants 





2nd 
Call Captain  


If unsuccessful, the Captain may authorize Sergeants and/or Senior Cadets who formerly served as Post Officers to replace Lieutenants. 


Sergeants


1st 
Call Sergeants



2nd
Call Lieutenants



3rd 
Call Captain

If unsuccessful, the Cadet Captain may authorize members who have expressed interest in being a leader and/or Senior Cadets who formerly served as Post Officers to replace Sergeants. 

DISCIPLINARY REVIEW BOARD MEMBERS WHO ANTICIPATE BEING ABSENT FROM A BOARD MEETING SHALL FIND A REPLACEMENT. 

DISCIPLINARY REVIEW BOARD replacements shall be contacted as follows:


Captain
APPOINTED MEMBERS



1st
Call Lieutenants 
1st 
ALTERNATES

IN THE EVENT A replacement does not show up TO A POST ACTIVITY, the ORIGINALLY SCHEDULED MEMBER SHALL BE HELD ACCOUNTABLE.
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A.T.V.’S
A.T.V.’S SHALL BE OPERATED IN A SAFE AND LEGAL MANNER BY LICENSED DRIVERS WHO ARE AT LEAST 18 YEARS OF AGE.  WHILE THERE ARE NO SPECIAL LICENSE REQUIREMENTS, DRIVERS UNDER 21 YEARS OF AGE MUST ALSO HAVE A DIRECTOR’S PERMISSION.
Depending on which A.T.V. is utilized, occupancy shall not exceed TWO or FOUR passengers, including the driver.  PASSENGERS ARE PROHIBITED FROM RIDING IN THE REAR CARGO BOX.  

A.T.V. occupants must remain seated WITH THEIR SEATBELTS FASTENED.  
REGARDLESS OF WEATHER OR LIGHTING CONDITIONS, A.T.V. HEADLIGHTS SHALL REMAIN ON AT ALL TIMES.

THE A.T.V. EMERGENCY LIGHTS, SIREN, AND AIRHORN SHALL BE UTILIZED ONLY AS DIRECTED. 

EXCEPTIONS TO THE ABOVE GUIDELINES MUST BE AUTHORIZED BY THE DIRECTOR.

A.T.V. MAINTENANCE
Before use, IT IS THE DRIVER’S RESPONSIBILITY TO SIGN OUT THE A.T.V.; DETACH THE BATTERY TENDER; AND CONDUCT AN INSPECTION.
IF REPAIRS ARE NEEDED, THE DRIVER SHALL COMPLETE AND FORWARD AN EQUIPMENT REPAIR FORM TO THE DIRECTOR.  

AFTER USE, IT IS THE DRIVER’S RESPONSIBILITY TO FUEL THE A.T.V. IF NECESSARY (MINIMUM ½ TANK); CONFIRM THAT PERSONAL ITEMS AND TRASH HAVE BEEN REMOVED; AND REATTACH THE BATTERY TENDER.  THE KEY SHALL BE LEFT IN THE IGNITION.

Bikes
Bikes shall be operated by Post Officers only.  As an exception, bikes may be assigned to members PARTICIPATING IN THE MOCK POLICE DEPARTMENT OR POLICE MOUNTAIN BIKE PROGRAM AT THE CADET POLICE ACADEMY.  
Bikes shall be operated in a safe and legal manner.

While riding the bikes, members shall wear the bike uniform, as well as, a post issued bike helmet.  Additionally, when wearing the 4-in-1 parka, a traffic vest shall be worn.  
Bikes shall remain locked, at all times, while unattended.  
Building Access

Members shall not enter the police department unless involved in a post related activity.  Additionally, members must be supervised by an Advisor, Police Officer OR DISPATCHER.  As an exception, Post Officers may contact the ASSOCIATE Director to request building access.  If granted, the Communications Division shall be notified.  

POST OFFICERS SHALL NOT SCHEDULE MEETINGS OR WORK SESSIONS WITHOUT FIRST SEEKING APPROVAL FROM THE ASSOCIATE DIRECTOR. 

Members shall not allow non-members access to the police department without an Advisor’s permission.  Members opening the front door shall closely monitor who enters the building.
Members must sign-in/out of the building when participating in a ride-along, dispatch observation, or non-scheduled post activity.  

Access to the rear door of the police department is restricted to the Advisors only.  As an exception, members may access the rear door under the supervision of an Advisor, Police Officer or Dispatcher.  Under no circumstances, however, shall a member enter the key pad code.    
With the exception of Post Officers, members entering the rear door of the police department prior to the commencement of a post activity shall proceed to the main lobby.  

ACCESS TO THE COMMUNICATIONS DIVISION, EQUIPMENT ROOM, AND PRISONER PROCESSING AREA IS RESTRICTED TO SWORN ADVISORS ONLY.  AS AN EXCEPTION, CIVILIAN ADVISORS AND MEMBERS MAY ACCESS THESE AREAS AT THE DISCRETION OF AND WHEN ACCOMPANIED BY A SWORN OFFICER.
MEMBERS ENTERING THE SERGEANT’S OFFICE SHALL KNOCK FIRST.
Storage area access is restricted as follows:


Storage Area
Access Restrictions


Equipment Locker
Advisors & Post Officers ONLY


File Cabinet #1
DIRECTORS ONLY

File Cabinet #2
Advisors & Post Officers ONLY


Storage Shed
Advisors & Post Officers ONLY

Uniform Locker & Storage Bins
Designated Advisors ONLY
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As an exception, members participating in a ride-along may access the equipment locker.
Immediately following post activities culminating at the police department members shall proceed to the main lobby.  After leaving, members may not re-enter the building without an Advisor’s permission.  

Chain of Command

The Chain of Command, established for the efficient operation of the post, is as follows:

Chief of Police

                                                                                    I








    POLICE CAPTAIN









       I

Designated Police LIEUTENANT
                                                                               I
Director

                                                                               I
                                                 ASSOCIATE DIRECTOR        ---            POST OFFICERS

I                                          

                                                         ADVISORS                  ---               SR. CADETS

I
                                                                   Cdt. Captain             








     /
                     \                                

                             Cdt. Lieutenant                                             Cdt. Lieutenant

                            /               I               \                                           /                            \

cdt. Sergeant   Field Training   Cdt. Sergeant   Cdt. Sergeant   Cdt. Sergeant   

             I                     SERGEANTS                    I                             I                             I

     Cadets &                       I                      Cadets &              Cadets &              Cadets & 

    Jr. Cadets       Probationary        Jr. Cadets           Jr. Cadets            Jr. Cadets 

                                    Members


Members with questions or concerns shall report to the person above them in the Chain of Command.  If a member is unable to contact the person above them in a reasonable amount of time or is not satisfied with their response, the member may proceed to the next person in the Chain of Command.

Members shall not be insubordinate.  Insubordination is being disrespectful or disobedient to a leader.

ADVISORS SHALL NOT ASSIGN TASKS TO POST OFFICERS WITHOUT FIRST SEEKING APPROVAL FROM THE ASSOCIATE DIRECTOR. 

Committees
The Disciplinary, Evaluation, Good & Welfare, and Selection Committees, made up of the Advisors, shall meet as required.  Committee members shall not partake in decisions involving members to whom they are related.


Special committees may be organized as needed.

Computer USE
COMPUTER USE at the police department is restricted to sworn Advisors, as well as, the cadet captain and lieutenants.  As an exception, civilian advisors and squad leaders may USE COMPUTERS UNDER THE SUPERVISION OF AN AUTHORIZED USER, PROVIDING PASSWORDS ARE NOT SHARED AND USE IS FOR BUSINESS PURPOSES ONLY.   
Confidentiality

Advisors and Members shall keep confidential all information they receive or come in contact with while working at the police department, especially when it pertains to PATIENT’S PERSONAL MEDICAL INFORMATION AND suspects less than 18 years of age.  Members must be cognizant that the release of information, whether intentional or unintentional, could compromise a police investigation.

All access codes, combinations, passwords, and radio codes disclosed to Advisors and members are confidential.  
Contributions
Throughout the year, the Director seeks contributions from advisors, alumni, businesses, civic organizations, friends and parents/guardians.  

All donations are tax-deductible.
(CONTINUED ON BACK…)

Disciplinary Action

Violations of the rules and regulations may result in disciplinary action.  Such action may consist of a verbal warning, written warning, suspension, demotion, or dismissal.  Discipline shall in all cases be consistent and fair. 

Suspensions based solely on a member’s failure to do what is required of them shall be resolved within a month.  Members who fail to do so MAY be asked to resign.

AT THE DISCRETION OF THE DIRECTOR, DISCIPLINARY REFERRALS MAY BE REFERRED TO THE ADVISORY OR DISCIPLINARY REVIEW BOARD, who shall determine what action, if any, is to be taken.  WHILE A MAJORITY VOTE IS REQUIRED, IN THE EVENT OF A TIE THE HIGHEST RANKING MEMBER OF THE BOARD SHALL CAST A SECOND VOTE.  

MEMBERS ACCUSED OF COMMITTING A CRIME MAY BE IMMEDIATELY SUSPENDED BY THE DIRECTOR.

Violations warranting more than a six-month suspension shall result in dismissal. 

Disciplinary REVIEW BOARD

THE DISCIPLINARY REVIEW BOARD, MADE UP OF THE CADET CAPTAIN, FOUR APPOINTED MEMBERS, AND TWO ALTERNATES, SHALL MEET MONTHLY, AS REQUIRED.  BOARD MEMBERS ARE ASSIGNED TO INDEFINITE TERMS OF OFFICE.  VACANCIES ARE POSTED AS THEY OCCUR.  

ALTHOUGH IN ATTENDANCE AT DISCIPLINARY REVIEW BOARD MEETINGS, THE DIRECTOR IS RESTRICTED TO PROVIDING GUIDANCE CONCERNING INTERPRETATION OF RULES AND REGULATIONS; PAST PRACTICE; AND PROGRESSIVE DISCIPLINE.

WHILE not formally evaluated, BOARD MEMBERS who BREACH CONFIDENTIALITY; ARE ABSENT AND UNEXCUSED FROM A BOARD MEETING (WITHOUT AN ALTERNATE PRESENT); OR ARE THE SUBJECT OF SIGNIFICANT DISCIPLINARY ACTION MAY BE ASKED TO RESIGN.
Disciplinary REVIEW BOARD QUALIFICATIONS

To be considered for a DISCIPLINARY REVIEW BOARD position, a candidate must:  

1.
have successfully completed a six-month probationary period.   

2.
have displayed exemplary performance as a member of the post.

WITH THE EXCEPTION OF THE CADET CAPTAIN, SENIOR CADETS, Post Officers, and ACTING Leaders MAY NOT SERVE ON THE DISCIPINARY REVIEW BOARD.

Disciplinary REVIEW BOARD SELECTION

Candidates who meet the criteria listed under DISCIPLINARY REVIEW BOARD Qualifications may be APPOINTED by the CADET CAPTAIN.  

Documentation
Photographs of post activities shall be taken and displayed in an audio visual presentation.  
Additionally, a Scrap Book, focusing on newsworthy post activities and member accomplishments, shall be maintained by the Director.  

Emergency Cancellations

Whenever possible, the decision to cancel a post activity shall be made at least two hours in advance and posted on the web site.  

Additionally, notifications shall be made according to the Chain of Command.  The ASSOCIATE Director shall be informed of any members with whom contact was not made.  
Members inquiring as to whether a post activity has been cancelled are directed to check the web site or contact the person above them in the Chain of Command. 

Emergency Notifications
ALL communication BETWEEN POST OFFICERS AND parents/guardians must be authorized by the ASSOCIATE Director.  

In the event an emergency notification needs to be made during school hours, members shall be asked to report to the office at the end of the period. 
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Fees 

MEMBERS ARE REQUIRED TO PAY $5.00 Monthly Dues.  ADVISOR’S CHILDREN; Senior Cadets; NEW members attending their first meeting; AND members ON A leave OF ABSENCE or suspended as result of disciplinary action are exempt.  Dues paid in advance are non-refundable.

MEMBERS FAILING TO PAY DUES FOR THREE CONSECUTIVE MONTHS SHALL BE SUSPENDED FROM ALL POST ACTIVITIES.  MEMBERS MAY RETURN UPON PAYING THEIR DUES.
MEMBERS ARE REQUIRED TO PAY A $150.00 ANNUAL registration fee.  A REDUCED $75.00 REGISTRATION FEE IS OFFERED TO MEMBERS WHOSE PARENTS/GUARDIANS HAVE, DURING THE PREVIOUS YEAR, SERVED AS AN ADVISOR AIDE OR VOLUNTEERED TWICE AS A 1040EZ RUN ASSISTANT, ROLE PLAYER, OR SPAGHETTI SUPPER ASSISTANT.  REGISTRATION FEES ARE WAIVED FOR MEMBERS WHOSE PARENTS/GUARDIANS HAVE, DURING THE PREVIOUS YEAR, SERVED AS AN ADVISOR OR RAISED $1,000.00+ BY ORGANIZING A FUNDRAISER OR SECURING A SPONSOR FOR THE PROGRAM.  Senior Cadets and Cadets who meet the criteria listed under Senior Cadet Qualifications ARE ALSO EXEMPT.  Families with more than one child registered shall be assessed an additional $75.00 per/child.    A MAXIMUM $300.00 SHALL BE ASSESSED PER/FAMILY.  Registration fees are non-refundable and may be paid in installments, providing arrangements have been made in advance.

MEMBERS FAILING to submit the annual registration fee and packet or make arrangements to dO so EITHER ON OR prior to Registration Night shall be suspended from all post activities.  MEMBERS MAY RETURN UPON SUBMITTING THEIR REGISTRATION FEE AND PACKET.
Members are required to COLLECT A MINIMUM $60.00, including donations, for the CANDY SALE.  Members who do not shall be responsible for the remaining balance.  Senior Cadets are exempt.  A MAXIMUM $120.00 SHALL BE ASSESSED PER/FAMILY.  

Members are required to COLLECT A MINIMUM $50.00, including donations, for the Spaghetti Supper.  Members who do not shall be responsible for the remaining balance.  Senior Cadets are exempt.  A MAXIMUM $100.00 SHALL BE ASSESSED PER/FAMILY.   

PARENTS/GUARDIANS REFUSING TO COMPLY WITH CANDY SALE OR SPAGHETTI SUPPER REQUIREMENTS SHALL ASSUME RESPONSIBILITY FOR ALL EXPENSES INCURRED BY THE POST ON THEIR CHILD’S BEHALF.

Members whose issued uniform and/or equipment is misplaced and returned to the equipment locker shall be assessed a $10.00 FEE.  Additionally, members may be held accountable for the replacement cost of any damaged, lost, or stolen property.  Any found uniform and/or equipment returned to a member shall be reported to the Director. 

MEMBERS HAVING OUTSTANDING FEES FOR THREE CONSECUTIVE MONTHS MAY BE SUSPENDED FROM ALL POST ACTIVITIES.  MEMBERS MAY RETURN UPON PAYING THEIR FEES.  

Field Training PROGRAM 
All probationary members shall be assigned a Field Training SERGEANT.  At the discretion of the Post Officers, returning members may be exempt.

Field Training SERGEANTS are responsible for guiding NEW members through a six-month probationary period.  Additionally, Field Training SERGEANTS are expected to serve as positive role models.

Finances

The fiscal year runs from July 1st to June 30th.

All earnings and expenses shall be recorded by the Director.  Monies received shall be immediately deposited into the post’s checking account.  

Financial reports shall be distributed to the advisors and tax consultant on a quarterly basis.  
Fitness 

Members are encouraged to STAY PHYSICALLY FIT AND HEALTHY.
Food & Beverages

Advisors shall not charge food and beverages to the Town of Windsor without the Director’s permission.   
If authorized, charge receipts, specifying the activity, vendor’s name, address, and amount owed, shall be submitted to the Police Chief’s administrative assistant.

Funding

The post makes application on an annual basis for funding from the Town of Windsor.
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General Code of Conduct

Discrimination and/or harassment on the basis of disability, ethnicity, gender, national origin, race, religion, sexual orientation, or socio-economic status shall not be tolerated.

Advisors and members shall conduct themselves in an exemplary manner at all times.  Above all, they shall show kindness and respect towards each other.  LYING SHALL NOT BE TOLERATED.
AT POST ACTIVITIES, MEMBERS SHALL ACKNOWLEDGE ADVISORS AND POLICE OFFICERS IN PASSING, ADDRESSING THEM BY THEIR TITLE (I.E. DIRECTOR, ADVISOR, OFFICER, ETC.).

CIVILIAN Advisors and Members shall not assume the responsibilities of police Officers nor misrepresent themselves as such.  LIKEWISE, IDENTIFICATION CARDS ISSUED TO CIVILIAN ADVISORS SHALL BE UTILIZED FOR CADET PURPOSES ONLY.   

UNDER NO CIRCUMSTANCES SHALL A MEMBER HINDER AN INVESTIGATION.  EXAMPLES OF THIS INCLUDE LYING OR INTENTIONALLY WITHHOLDING INFORMATION.

While at post activities, Advisors and members shall refrain from:

1.
horseplay and/or use of profanity.

2.
public display of affection.

3.
accepting gratuities and/or using their position for personal gain.

4.
smoking/chewing tobacco AND/OR VAPING.  As an exception, Advisors may DO SO, providing they do not do so in the presence of members.

5.
possessing contraband (i.e. alcoholic beverages, fireworks, illegal drugs or weapons).  As an exception, Advisors may consume alcoholic beverages, providing they do not do so at activities where minors are present.  

6.
conduct that causes a physical threat of danger to themselves or others.

Additionally, the following are prohibited:
1.
gossip and negativity concerning the post and/or its members.

2.
dating and/or sexual relationships between Advisors and members; AND MEMBERS MORE THAN THREE YEARS APART.
3.
VIOLATING CONNECTICUT’S CRIMINAL AND/OR MOTOR VEHICLE STATUTES.

Good Standing 

To remain in Good Standing, a member must:

1.
MEET ATTENDANCE, FEE, AND TRAINING REQUIREMENTS. 

2.
display exemplary behavior in the community, at school, and in the post.
3.
maintain passing grades IN ALL SUBJECTS.

Members who fail to achieve active status within the first nine months MAY be asked to resign.
Disciplinary matters in the community and/or at school shall be handled on an individual basis.  Advisors and Members HAVING NEGATIVE CONTACT WITH THE POLICE, INCLUDING THOSE ACCUSED OF COMMITTING A CRIME FOR WHICH THEY WERE NOT PROSECUTED, SHALL notify the DIRECTOR.  MEMBERS HAVING NEGATIVE CONTACT WITH THE SCHOOL ADMINISTRATION OR RECEIVING FAILING GRADES SHALL NOTIFY THE DESIGNATED ADVISOR.  NOTIFICATIONS SHALL BE MADE WITHIN TWENTY-FOUR HOURS.  
AT THE REQUEST OF A PARENT, MEMBERS FAILING TO MAINTAIN PASSING GRADES IN ALL SUBJECTS MAY BE PLACED ON AN INVOLUNTARY LEAVE OF ABSENCE.      
Good & Welfare

The Good & Welfare Committee is responsible for offering assistance and/or condolences in times of need, as well as, authorizing gifts for celebratory occasions.
ADVISORS AND Members are requested to inform the ASSOCIATE DIRECTOR of the death of a loved one; any significant family crisis (i.e. Hospitalization/Medical Diagnosis, house fire, loss of employment, etc.), as well as, celebratory occasions (i.e. marriage, Newborn Baby, retirement, etc.). 
Incident

Any member wishing to report an incident shall complete an Incident form.  Additionally, at the request of an Advisor and/or Post Officer, members either involved in or witnessing an incident may be asked to complete this form.  Incident forms shall include details as to what happened, when and where it took place, and who was involved.  
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Insurance

Advisors and MEMBERS 13 YEARS OF AGE AND OLDER are insured primarily by the Northeast Regional Law Enforcement Educational Association. 
Additional insurance coverage is provided by the WINDSOR POLICE CADETS AND THE Town of Windsor. 
Leave of Absence

Members unable to attend post activities for A MONTH OR MORE MAY request a leave of absence.  Members requesting this leave must submit a written request to the DIRECTOR.  In it, members shall specify the reason for the request.  

Eligible members choosing not to attend post activities, for whatever reason, may request an unstated leave of absence up to three months in duration.  Members requesting this leave shall contact the DIRECTOR at least a month prior to the formal meeting.  Unstated leave of absences may not be:

1. accumulated or split.

2. granted to members on review status and/or post officers afforded a remedial evaluation.  Those placed on review status and/or afforded a remedial evaluation while on an unstated leave of absence shall forfeit the remainder of their leave.  
3. taken during the three months preceding a member’s resignation or Senior Cadet Status. 
Members experiencing mental health issues may be placed on an involuntary Leave of Absence.  Prior to returning, members may be required to provide documentation they are “fit for duty.”   
Mailing Procedures

Post mail may be sent from the Windsor Police Department.

While postage is not required, all outgoing mail shall include the following return address:


Windsor police cadets

340 Bloomfield Avenue

Windsor, CT 06095 
MANUAL REFRESHER TRAINING

MEMBERS ARE REQUIRED TO EITHER ATTEND MANUAL REFRESHER TRAINING OR TAKE THE CADET MANUAL ASSESSMENT ANNUALLY.  THE ASSESSMENT IS AN OPEN BOOK TEST REQUIRING A PASSING SCORE OF 70% OR GREATER.  

Members FAILING TO ATTEND MANUAL REFRESHER TRAINING or make arrangements to TAKE THE CADET MANUAL ASSESSMENT EITHER ON OR PRIOR TO THE REFRESHER Shall be suspended from all post activities.  MEMBERS MAY RETURN UPON COMPLETING THE ASSESSMENT.
Member Benefits

The following benefits are provided to members:

1.
Members receive a birthday card on or about their birthday.

2.
Members present at formal meetings are eligible to win raffle prizes, often contributed by the Advisors.

3.
Members may be selected as “Member of the Month”.  
4.
At law enforcement training classes, members of teams with the highest evaluation scores are presented with certificates.  

5.
Having served at least two months and met attendance requirements, members are issued their uniform and equipment.

6.
At the conclusion of each review period, members who achieve the “Top 3” in hours are invited to attend squad pizza parties, regardless of which squad they are in, and are exempt from paying dues the following three months.

7.
Having served at least six months as a current and/or former member, members may be invited to attend Member Appreciation Outings.   
8.
Members may receive awards at the annual Recognition Ceremony.

9.
Eligible members may attend the Cadet Police Academy and/or be selected to participate at Law Enforcement Stations Day.

10. 
Having served at least six months, Post Officers may be invited to attend the Post Officer Appreciation Outing.  Although ACTING Leaders are ineligible, Length of service as an ACTING Leader may be considered.
11.
Members receive a complimentary member and post photograph.  

12.
Members earn an unstated leave of absence on their two-year anniversary date and every two years following.  Senior Cadets are ineligible.
13.
Having served at least five years as a current and/or former member, members may be invited to attend the Florida Weekend Get-away.  

14.
Recommendation letters and references are available to members applying to college, enlisting in the armed services, and/or seeking employment.  
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15.
Members may be eligible to receive a Scholarship.  Awards are calculated at $50.00 per/six months of service (Maximum $500.00).
16.
MEMBERS AWAY AT COLLEGE SHALL RECEIVE AN ANNUAL CARE PACKAGE.  Additionally, “first year away” students may be visited and taken out to dinner once.  Maximum travel time is three hours.  Invitees may include up to four advisors and/or members of their choice, excluding senior cadets.  
17.
Senior Cadets may chaperone Sage Park Middle’s Cape Cod Trip.
Member Codes
The member codes, listed under “Membership by Seniority”, are as follows:  


Completion Codes
POSITION Codes

 

Senior Project (S)
DISCIPLINARY REVIEW BOARD



-Appointed MEMBER (D)  

Eligibility Codes

-ALTERNATE (D)

Unstated Leave of Absence (U)




Training Codes 

      
Participation Codes
AMERICAN HEART BLS HEALTHCARE PROVIDER (A)

Florida Weekend Get-away (F)
Bicycle Repair (B)        


“Leadership in Life” (L)        


post activity GUIDELINES, TRAFFIC DIRECTION &  



Radio Procedures (p)



RIDE-ALONG PROCEDURES (R)

Member Privileges

Having served at least two months and met attendance requirements, members become eligible to:

1.
attend socials.  As an exception, the Director may allow probationary members who have not earned their privileges to participate at their own expense.   

2.
attend squad pizza parties, held at the conclusion of each review period.  Members of the squad with the most accumulated hours in the preceding review period are invited, as well as, the Cadet Captain and presiding Lieutenant.

3.
participate in ride-alongs or dispatch observations, PROVIDING THEY MEET THE REQUIREMENTS DEFINED UNDER RIDE-ALONG AND DISPATCH OBSERVATION QUALIFICATIONS.
Member Qualifications

To be considered for membership, a candidate must:

1.
meet age or grade level requirements.  Cadets must be at least 13 years of age or have completed the eighth grade.  Junior Cadets must be at least 11 years of age or have completed the fifth grade.    

2.
have displayed exemplary behavior in the community and at school during the last six months.  
3.
have not received any failing grades on their last report card.  

4.
be interviewed, in the presence of a parent/guardian, by the DIRECTOR.  Candidate interviews are valid for six months.  
5.
pass a background investigation, to include a criminal history and/or Windsor Police Department in-house check; a review of school academic and disciplinary records; and verification of any character references.  Candidates found to have provided a false statement concerning their qualifications shall be unable to reapply to the post for six months.    
A maximum fifty members, excluding Senior Cadets, may be registered in the post.  In the event there are no vacancies, candidates shall be placed on a waiting list.  
Member Selection

Candidates who meet the criteria listed under Member Qualifications, may be selected by the DIRECTOR.  Once selected, candidates are required to attend a Member Orientation.  Additionally, members must successfully complete a six-month probationary period.  
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Member Status

Member status is assigned as follows:

Active Status 

Assigned to members who have successfully completed a six-month probationary period.  To be considered for active status, members must pass the Attendance quiz with an 80%.


Leave Status

Assigned to members who are placed on a leave of absence.  


Probationary Status
Assigned to members who have not successfully completed a six-month probationary period.  

Review Status
Assigned to active members who have failed to meet attendance requirements.  


Suspended Status

Assigned to members who have BEEN THE SUBJECT OF DISCIPLINARY ACTION OR failed to meet fee or training requirements.  Suspension codes are as follows:


Suspension Codes  



Disciplinary (D)



Fees ($)



MANUAL REFRESHER TRAINING (M)



Registration (R) 
UNDER CIRCUMSTANCES WHERE A SUSPENDED MEMBER HAS ALSO BEEN PLACED ON REVIEW STATUS, THE FOLLOWING CODE MAY BE ADDED TO DENOTE THIS:



ATTENDANCE (%)
Parental Involvement

Parental involvement is strongly encouraged.  Parents/guardians may offer assistance as Advisors, Advisor Aides, 1040ez run assistants, Role Players and/or Spaghetti Supper Assistants.  
Performance Reports
Advisors and Post Officers are encouraged to complete Performance Reports, recognizing and reinforcing the positive actions of members.  
At times, however, it may be necessary to complete a Performance Report as the result of a problem.  Problem performance reports shall be:

1. completed on the appropriate form(s); 
2. submitted in a timely manner; 

3. include the accused member(s), as well as, any victim or witness 


account(s) of the incident;  

4. CHECKED FOR GRAMMATICAL AND SPELLING ERRORS:

5. be reviewed according to the “Chain of Command.”  Advisors and the 


Cadet Captain are exempt.
Unless authorized by the ASSOCIATE Director, all disciplinary interviews shall be conducted either electronically or at a regularly scheduled post activity.  
Post Activities
Advisors and Post Officers designated In charge of a Post Activity are expected to arrive fifteen minutes earlier than members.

While at post activities, members shall be supervised by an Advisor or adult designee.  Additionally, members shall be accompanied by someone at all times.  As an exception, members may be assigned alone when working in close proximity to others.  

Advisors are responsible for off-site equipment pick-up (i.e. portable radios, etc.), transportation, and the overall safety & supervision of members.  Advisors shall not interfere with Post Officer responsibilities.  
To ensure adequate supervision and relief, Post Officers shall roam and not be assigned to a post unless instructed by an Advisor.  

It is recommended that members wear a watch to all post activities.  When appropriate, members should also consider bringing insect repellent, sunscreen, and/or a water bottle.

The use of portable audio and video devices at post activities is prohibited.  As an exception, these devices may be utilized while in transit or when otherwise specified.  While cellular phone use is permitted, it shall be kept to a minimum. 
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Members shall not direct traffic on a public road.  As an exception, members may direct traffic on a public road, where barricades have been erected and traffic detoured.
Members shall wear a traffic vest whenever it is necessary for them to direct traffic.  
While assigned to a traffic or safety post, members shall not eat, be accompanied by non-members, nor utilize cellular phones.  

When the flag of the United States passes or the “national anthem” is played, members shall stand at attention and render a military hand salute, unless such saluting would interfere with the performance of their duties.

Under no circumstances shall a member abandon an assigned post without relief.  As an exception, to ensure the safety of our members during hazardous weather conditions (i.e. lightning) an Advisor or Post Officer may request that members temporarily leave their posts to seek shelter.  

Members are expected to return from breaks promptly.  While on break, members are not required to wear their uniform.  Additionally, members shall not congregate at posts where others are working.   

On occasions when Advisors and/or Post Officers are not present or when members participate in an activity with other posts, members shall follow the orders of any persons designated in charge, regardless of rank.  

Under circumstances where a post activity is over-staffed, an Advisor or Post Officer may solicit volunteers to leave.  These members shall be selected by highest seniority and credited the number of hours scheduled.  
Injuries and illnesses at post activities shall be immediately reported to an Advisor.  In the event a member is injured, a First Report of Injury form shall be completed.  If needed, Emergency Information and consent to treat forms are available in the Communications Division, as well as, in each member’s file cabinet folder.  IF AS A RESULT OF BECOMING ILL OR LACK OF SLEEP, A MEMBER IS UNABLE TO PERFORM THE DUTIES REQUIRED OF THEM, THEY SHALL BE SENT HOME.  

Members arriving at and/or leaving a post activity, apart from the group, shall notify the Post Officer in charge.  

With the exception of post activities culminating at the police department, the Advisor in charge shall not leave until all members have been picked up.  In the event a member is not immediately picked up, the Advisor may transport the member to the police department.  If transported, the member’s parent/guardian shall be notified.  

POST OFFICERS SHALL INFORM THE ADVISOR-IN-CHARGE OF any significant or unusual incident occurring at a post activity.  THE ADVISOR SHALL THEN NOTIFY THE DIRECTOR.  DOCUMENTATION IS REQUIRED.

Under extremely hot weather conditions, an Advisor or Post Officer may request that members wear the casual uniform instead of the dress uniform.  If authorized by the Director, notifications shall be made.
Members shall not occupy nor utilize personal vehicles at post activities.  

Criminal and/or suspicious incidents at post activities shall be reported immediately to the Advisor in charge, who shall determine whether or not to notify the police.  Under no circumstances shall Advisors or members approach or pursue any persons or vehicles involved.

Advisors shall not administer medications to members without parental consent.

POST LEADERS WISHING TO ATTEND A POST ACTIVITY, TO WHICH THEY ARE NOT ASSIGNED, FOR ADMINISTRATIVE PURPOSES ONLY (I.E. PHOTOGRAPHS, SPOT CHECKS, ETC.) SHALL DO SO IN PLAIN CLOTHES AND FOR NO LONGER THAN TWO HOURS.  HOURS SHALL BE RECORDED IN THE SIGN-IN/OUT LOG.

PER TOWN INSURANCE REGULATIONS, MEMBERS ARE RESTRICTED FROM CLIMBING A-FRAME LADDERS HIGHER THAN SIX FEET, AS WELL AS, ALL STRAIGHT LADDERS.  MEMBERS PARTICIPATING IN A WINDSOR CHALLENGE COURSE ACTIVITY WHO HAVE COMPLETED A WAIVER AND ARE PROPERLY HARNESSED AND BELAYED FOR SAFETY ARE EXEMPT. 
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Post Activity, Ride-along & dispatch observation Sign-ups
TO SIGN-UP FOR POST ACTIVITIES, MEMBERS MAY:

1. SIGN-UP AT THE FORMAL MEETING.

2. SEND AN E-MAIL TO THE ASSOCIATE DIRECTOR AT IVY6118@GMAIL.COM; 0R
3. SEND A TEXT MESSAGE TO THE ASSOCIATE DIRECTOR @ (860) 983-3508.

Messages shall include the member’s name and the name AND date of the post activity.

Limited sign-ups shall be filled by seniority, with Post Officers and ACTING SQUAD Leaders offered assignments after all remaining members.  

RIDE-ALONGS and dispatch observations with SWORN ADVISORS shall be filled by seniority, with Senior Cadets offered SHIFTS after all remaining members.  While members may bump those junior to them, Members not receiving a ride-along or dispatch observation may bump those senior to them who have received more than one.  Either way, immediate notification is required.

Whether receiving ONE or not, members may request to be contacted BY A SWORN ADVISOR SHOULD additional RIDE-ALONGS OR DISPATCH OBSERVATIONS become available.  These SHIFTS shall be offered on a “first come, first serve” basis.  

MEMBERS WISHING TO SCHEDULE A RIDE-ALONG WITH A POLICE OFFICER OTHER THAN A SWORN ADVISOR MAY SUBMIT A RIDE-ALONG REQUEST FORM TO THE DESIGNATED CADET LIEUTENANT AT THE FORMAL MEETING.  ONLY ONE RIDE-ALONG MAY BE REQUESTED PER/FORM.  RIDE-ALONGS SHALL NOT BE CONSIDERED “SCHEDULED” UNTIL CONFIRMED BY THE DIRECTOR.  
AS AN ALTERNATIVE, MEMBERS MAY SCHEDULE RIDE-ALONGS ON THEIR OWN.

members who anticipate being absent from a formal meeting BUT wish to SIGN UP FOR POST ACTIVITIES, RIDE-ALONGS AND/OR DISPATCH OBSERVATIONS SHALL contact the Cadet captain.
At socials for which an advanced sign-up is required members who fail to 

Sign up prior to its commencement or cut-off date shall be ineligible to attend.  As an exception, the Director may allow members to participate at their own expense.

Occasionally, however, sign-ups may be required further in advance.  In this instance, cut-off dates shall be posted. 

Post Officers
The post shall be directed by a body of Post Officers to include a Captain, TWO Lieutenants, and four SERGEANTS.  The Selection Committee may, however, promote an additional Lieutenant or Sergeant, providing the maximum number of Post Officers does not exceed SEVEN.  Post Officers are assigned to indefinite terms of office.  VACANCIES ARE POSTED AS THEY OCCUR.
Post Officer Attributes

Post Officers are expected to:
1.
lead by example (i.e. appearance, attendance, conduct & participation).

2.
display a positive attitude.

3.
treat members equally and with respect.

4.
be confident in their leadership role.

5.
demonstrate knowledge of and enforce rules and regulations.

6.
recognize and reinforce the positive actions of members.

7.
be approachable to members with questions and/or concerns.

Post Officer Evaluations 

Post Officers shall be evaluated bi-annually by the person above them in the Chain of Command.
Evaluations shall be based on the following:
1.
attendance records;

2.
Post Officer Feedback forms, completed by the Advisors and members;

3.
performance reports;

4.
personal notes and observations; and

5.
the Post Officer’s Self-Evaluation form.

Each evaluator shall prepare a Post Officer Evaluation form, specifying whether a Post Officer’s performance is acceptable or unacceptable and recommending what action should be taken.  

The Evaluation Committee shall then determine whether to accept or make changes to the evaluator’s recommendations.  A majority vote is required.  
Following this, the evaluator shall meet with the Post Officer to review their evaluation.  If the Post Officer’s performance is deemed unacceptable, the ASSOCIATE DIRECTOR must also be present.  
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Post Officers who fail to exemplify the standards set forth by the post and/or fulfill their responsibilities may either be afforded a remedial evaluation or demoted.

Unlike standard evaluations, remedial evaluations involve a three-month evaluation period.  Additionally, Post Officer Feedback and Self-Evaluation forms are not completed.  

Post Officer Qualifications

To be considered for a Post Officer position, a candidate must:

1.
be a Cadet.  Senior Cadets and Junior Cadets are not eligible.

2.
have served at least one year as a current and/or former member.  Additionally, returning members must have successfully completed a six-month probationary period.  

3.
have successfully completed or be actively participating in “Leadership in Life”.   
4. have displayed exemplary performance as a member of the post.

The Selection Committee may allow qualified candidates who do not meet the criteria listed above to participate in the Post Officer Selection Process, providing the candidate has contacted the ASSOCIATE DIRECTOR prior to the cut-off date.

Although there is no time requirement for Post Officers seeking advancement, candidates are strongly urged not to do so until they have acquired experience in their current position.  

Post Officer Responsibilities 

Post Officers are required to regularly attend post activities.  Responsibilities include:

Captain

Chain of Command
-Assign Lieutenant Responsibilities & Squad Leaders-

-Collect & Review Post Activity Checklists COMPLETED BY LIEUTENANTS-

-TRAIN, SUPERVISE & EVALUATE LIEUTENANTS-

 (MAINTAIN ATTENDANCE & PERFORMANCE REPORT RECORDS)

DISCIPLINARY REVIEW BOARD

-APPOINT & REMOVE MEMBERS- 

-LEAD MEETINGS-

Emergency Cancellations & Notifications

-Initiate Emergency Cancellations & Notifications-

Formal Meeting

-COLLECT & RECORD FEES-

-Monitor Post Activity, Ride-along & dispatch observation Sign ups-

-Lead Opening Prayer & “Pledge of Allegiance” (Promptly @ 7:00 PM)-

-Introduce Guests-

-Swear in Post Officers-

-Display Raffle Items-

Fundraisers
-Organize Candy Sale-

Informal Post Officer Meeting
-Prepare Meeting Notes-

-Review Pending Assignments & Responsibilities-

-PREASSIGN Post Officer Coverage (BALANCE & ROTATE)-

Monthly Agenda
-Distribute Snow Removal Schedule-

-Inventory & Replenish Mountain Bike BAGS/Vehicle Trauma Kits-

Post Youth Representative
-Prepare Recognition Ceremony Speech-

-Promote Awareness of the post-
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Lieutenants

Chain of Command
-ASSUME THE ROLE OF CAPTAIN IN THEIR ABSENCE-

-TRAIN, SUPERVISE & EVALUATE SQUAD LEADERS-

 (MAINTAIN ATTENDANCE & PERFORMANCE REPORT RECORDS)

-Collect & Review Post Activity Checklists COMPLETED BY SQUAD LEADERS-

Field Training Program
-Attend Candidate Interviews-

-Supervise Field Training SERGEANTS-

-Monitor & Report on Progress of Probationary Members-

-Swear in Active Members-

Good & Welfare
-Send birthday, Get Well, Sympathy & Thank You Cards-

-Follow up & Report on Members in Crisis-

Informal Post Officer Meeting
-Invite a Member to Observe (WINDSOR PUBLIC SAFETY COMPLEX ONLY)-

Ride-along & dispatch Observation Program
-Review Guidelines & Administer Quiz w/Eligible Members-

-Provide Scheduling Assistance-

-Check Sign-in/out Log for Violations-

-Report on Ride-along & dispatch Observation Statistics-

Sergeants
Chain of Command
-Arrange Snow Removal from Storage Shed, Trailer & Vehicles-

-Monitor Squad Pizza Parties-

FIELD TRAINING PROGRAM
-GUIDE NEW MEMBERS THROUGH SIX-MONTH PROBATIONARY PERIOD-

-SUBMIT FIELD TRAINING EVALUATIONS-
Formal Meeting

-Announce “Member of the Month” (IF SELECTED)-

Informal Post Officer Meeting

-Submit “Member of the Month” Nominations-

All Post Officers
 Chain of Command ONLY

-Collect & Send Meeting Paperwork to Absent Members-

-Make Notifications (i.e. Emergency Cancellations/Notifications, Tardiness, etc.)-

Post Activities ONLY

-Assign, Supervise & Arrange Relief for Members (w/Minimum Staffing)-

-Collect & File Permission Slips-

-Complete & Submit LAW ENFORCEMENT TRAINING & Post Activity Checklists-

-Conduct Vehicle Food & Beverage Checks-

-Designate Vehicle Monitors (If Necessary)-

-Direct Closing of Windows & Removal of Personal Items/Trash from Vehicles-

-SOLICIT VOLUNTEERS TO Sweep Vehicle Floors-

-Distribute, Collect & Inventory Equipment-
-Oversee Set up & Breakdown Procedures-

-Record & Submit Attendance-

-Review Radio #’s & Responsibilities w/Members-

-take & SUBMIT photographs-

-Take Head Counts Regularly-

Chain of Command and/or Post Activities
-Conduct Uniform & Equipment Inspections-

-Contact Absent & Unexcused Members-

-Complete Performance Reports-

-Record Verbal Warnings in Warning Log-

Informal Post Officer Meeting

-Provide Refreshments (Alternate)-

Miscellaneous
-Check the Post Officer Mail Slot Regularly-

-Submit Post Officer Feedback & Self-Evaluation Forms-
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Additional Responsibilities
Academic, Leadership & Team-building experiences

-Coordinate Outdoor Challenges-

-PREPARE AND LEAD “DRILL & ICE”

Law Enforcement Training & Competition
-Arrange Entertainment, Select Teams & Present Certificates-

-Instruct post activity, Traffic Direction & Radio Procedures-

-Prepare Members for “Active Shooter” Response-

Monthly Agenda
-adjust vehicle clocks to daylight savings time-

-Instruct Cadet Manual Refresher-
-Preside Over Registration Night Activities-

Recognition Gatherings

-Assist w/Recognition Ceremony Rehearsal-

Socials

-DECORATE FOR HOLIDAY PARTY-

-Verify Board Games, Football, Movie, Sleds & Tubes are brought 
to ARCTIC OVERNIGHT-

Technical Assistance

-Set-up Audio Visual Equipment-

Uniforms & Equipment

-Assist w/Uniform & Equipment Inventory-

Additional responsibilities may be required of Post Officers as needed. 

Post Officer Selection

Post Officer candidates must submit a written request, along with at least one letter of recommendation, to the Selection Committee.  The request shall include:

1.
the Post Officer position applied for.

2.
why the candidate wants to be promoted.

3.
why the candidate should be selected and what unique qualifications, skills, and/or training they possess.

4.
how the post and its members would benefit from the candidate’s selection.  

5. a response to the following statement, “A leader is someone who...”

Additionally, recommendation letters must be received from adults who are not related to the candidate and have no affiliation with the post.  Requests and recommendations received after the cut-off date shall not be accepted.   

Candidates are required to pass the Cadet Manual and Leadership Assessments with an 80%.  A LEADERSHIP Study guide IS available.  Candidates are expected to be on time.  Candidates arriving late shall be removed from consideration.       

Additionally, candidates must successfully complete an Oral Board.  A majority vote is required.  Subject to availability, candidates shall be interviewed by the ASSOCIATE DIRECTOR, two Police Officers, and/or two civilians.  It is suggested that candidates be knowledgeable of Post Officer Attributes and dress appropriately.  
A list of candidates, who have successfully completed the above requirements, shall be submitted to the membership.  Members shall consider which candidates are capable of being promoted.  A 2/3 majority vote is required.

A final list of candidates shall be submitted to the Selection Committee.  The Selection Committee shall consider which candidates are capable of being promoted.  A majority vote is required.  While considering candidates, preference shall be given to those who have displayed exemplary performance as an ACTING Leader or Post Officer.  Additionally, attendance records, as well as, Performance Reports received during the last six months, shall be reviewed.  Verbal warnings shall not be considered.  
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The ASSOCIATE Director shall promote candidates, based on the recommendations of the Selection Committee, to the rank of Captain, Lieutenant or Sergeant at a promotional ceremony to be held at the next formal meeting.  Selected candidates shall be sworn in and presented with certificates, a copy of which shall be forwarded to THEIR file cabinet folder. 
Candidates who successfully complete the Post Officer Selection Process but are not promoted may be offered a position up to six months later. 

PRESS RELEASES

All communication with the press shall be managed by a designated Advisor OR ADVISOR AIDE.  Press releases concerning post activities and/or member accomplishments shall be reviewed by the Director.

Privilege Status

Privilege status is assigned as follows:

Eligible Status 

Assigned to members who have served at least two months and met attendance requirements.

Ineligible Status
Assigned to members who have either served less than two months or initially failed to meet attendance requirements.

NO SHOW-R/S Status
Assigned to members who WITHOUT NOTIFICATION, FAIL TO SHOW UP TO A 
RIDE-ALONG, DISPATCH OBSERVATION OR SOCIAL FOR WHICH THEY SIGNED UP.  AS A RESULT, THEY ARE INELIGIBLE TO ATTEND SOCIALS OR PARTICIPATE IN RIDE-ALONGS AND DISPATCH OBSERVATIONS.
Suspended-R/S Status
Assigned to members who have been THE SUBJECT OF DISCIPLINARY ACTION, placed on a leave of absence OR SUSPENDED FOR FAILING TO MEET ATTENDANCE, FEE OR TRAINING REQUIREMENTS.  The addition of an R/S denotes that only social OR RIDE-ALONG AND DISPATCH OBSERVATION privileges have been suspended.
Public Relations

An audio visual presentation shall be given to local businesses and/or civic organizations upon request.  The purpose of this presentation is to promote awareness of the post.  

Recognition Ceremony Awards

The following awards are offered to members:

Leadership Award

Recognizes a member, whom the Advisors believe, has displayed outstanding leadership qualities and/or development throughout the year.


Cadet of the Year Award
Recognizes a member, whom their peers believe, has contributed most to the Windsor police cadets throughout the year.


Medal of Valor Award


Recognizes members who have performed an act of heroism.


Superior Performance Award

Recognizes members for exceptional performance. 


Superior Commitment Award
Recognizes members who, in all four review periods, have consistently achieved the “Top 10” in hours. 



Academic Achievement Award

Recognizes members who, in all four marking periods, have consistently achieved academic honors or been named to the Dean’s List.  Academic honors received prior to membership may be taken into consideration.

Meritorious Service Award

Recognizes members who, throughout the year, have consistently met attendance, fee and training requirements, AS WELL AS, NOT BEEN THE SUBJECT OF DISCIPLINARY ACTION.  Members assigned NO SHOW-R/S status may still be considered.  Senior Cadets and members PLACED ON A LEAVE OF ABSENCE on the other hand are ineligible.  
(CONTINUED ON BACK…)

Fitness Award
Recognizes members who, at the P.O.S.T. Fitness Assessment, either met or exceeded the fitness standards required of recruits entering the Municipal Police Academy.

Membership Award

Recognizes members for length of service as a current and/or former member of the Windsor police cadets.  Certificates shall indicate years of service (as of September).  Additionally, months of service shall be rounded to the nearest year.   

Recruitment

IN ADDITION TO OUR ANNUAL RECRUITMENT INITIATIVES, a recruitment ad SHALL BE featured in the publication, “There’s a lot to do in Windsor.”  
Members who refer a candidate to the post may be awarded one OR MORE of the following recruitment incentives:  
1.
Five Special Activity Hours; 

2.
One Uniform Exemption (Formal Meeting ONLY).  
Members shall not, however, be awarded incentives for referring immediate family members or other relatives residing in the same household.  

Recruitment incentives are awarded only after the new member successfully completes a six-month probationary period.  
Registration

The post is registered as an active member of the Northeast Regional Law Enforcement Educational Association.

Resignation

Members who become unable to meet PROGRAM requirementS, for whatever reason, are encouraged to resign.  Upon notification, a Resignation form shall be completed.

Members who resign shall be unable to reapply for six months.    

Returning Members

Length of service as a former member shall be considered when:  

1. deciding whether or not to assign a Field Training SERGEANT.

2.
determining a member’s eligibility to attend the Florida Weekend Get-away, as well as, Member Appreciation Outings; be assigned alumni status; compete in Random Stations at Law Enforcement Stations Day; and/or participate in the Post Officer Selection Process.

3.
computing Cadet Police Academy expenses.

4.
calculating years of service for the Membership Award. 

Ride-alongs & dispatch Observations
ELIGIBLE members are encouraged to participate in ride-alongs and DISPATCH observations.  
RIDE-ALONGS AND DISPATCH OBSERVATIONS MAY BE SCHEDULED WITH SWORN ADVISORS, AS WELL AS, cadet-certified POLICE OFFICERS AND DISPATCHERS only.  
The ride-along and dispatch observation week runs from Sunday (C-squad) to Saturday (B-squad).  

The following ride-along and dispatch observation hours are available to members:


Senior Cadets
Cadets

Unlimited
Maximum 8 hours per/week 


WHILE SCHOOL IS IN SESSION



Maximum 16 hours per/week


DURING SCHOOL VACATIONS
MEMBERS SHALL NOT RIDE BETWEEN 11:00 PM AND 7:00 AM.  AS AN EXCEPTION, MEMBERS EIGHTEEN YEARS OF AGE AND OLDER MAY RIDE BETWEEN 11:00 PM AND 3:00 AM OR LATER, IF JUSTIFIED BY SHIFT ACTIVITY.
Riders and observers shall wear the casual uniform ONLY.  

MEMBERS participating in a ride-along or dispatch observation SHALL BRING money for meals, AS WELL AS, something to do DURING DOWN TIME.
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Members participating in a ride-along or dispatch observation shall arrive at the police department at least fifteen minutes prior to their scheduled shift AND WAIT IN THE LOBBY OR LOUNGE AREA.  MEMBERS ARE PROHIBITED FROM ATTENDING BRIEFINGS.  
Members participating in a ride-along may sign-out a post issued bulletproof vest and/or portable radio.  Members transported to the police department upon completion of their ride-along shall return these items immediately.  Members transported elsewhere shall return these items no later than the following post activity.

Riders and observers shall not operate any equipment nor take any action in the field unless directed by a Police Officer or Dispatcher.  Members ARE NOT TO VIEW ANY COLLECT SYSTEM INFORMATION.  

Members may accompany Police Officers on non-hazardous calls.  On potentially dangerous calls and traffic stops, members shall remain in the patrol vehicle.  Police Officers may allow members to exit the cruiser when the scene is secured.  
Ride-along & dispatch Observation Qualifications

To participate in ride-alongs and dispatch observations, a member must, in addition to having earned their privileges:

1.
BE AT LEAST SIXTEEN YEARS OF AGE AND HAVE PARENTAL PERMISSION (IF UNDER EIGHTEEN YEARS OF AGE).

2.
have on file a SIGNED Assumption of Risk/Waiver AND COLLECT SYSTEM CONFIDENTIALITY AGREEMENT.

3.
pass the Ride-along & dispatch observation quiz with an 80%.

4.
be certified AS AN AMERICAN HEART BLS HEALTHCARE PROVIDER or hold AN equivalent certification.  As an exception, members who have not been offered this training are exempt.  

5.
be in uniform, as specified.  

Members who fail to meet the training requirements defined under Ride-along and dispatch Observation Qualifications, shall be ineligible to ride or observe.  Members may resume participation upon documentation that these standards have been met.  
Senior ADVISORS

CIVILIAN ADVISORS WHO HAVE ACCUMULATED FIVE OR MORE YEARS OF SERVICE, WHETHER CONTINUOUS OR SPLIT SHALL BE REFERRED TO AS SENIOR ADVISORS. 

Senior Cadets

Senior Cadets are responsible for inspiring members to achieve their goals.  Additionally, they are expected to serve as positive role models.  

Although exempt from attendance AND FEE requirements, SENIOR CADETS ARE REQUIRED TO ATTEND AT LEAST ONE POST ACTIVITY PER/REVIEW PERIOD.  

SENIOR CADETS WHO ACCUMULATE NO HOURS in a three month review period shall be placed on review status the following review period.  All privileges shall be suspended as a result.  SENIOR CADETS who accumulate no hours while ON review status may be asked to resign.   
Senior Cadets seeking an exemption from any of the above requirements must submit a written request to the ASSOCIATE DIRECTOR.  

Although not formally evaluated, Senior Cadets who fail to exemplify the standards set forth by the post may be asked to resign.  

Senior Cadet Qualifications

To be considered for a Senior Cadet position, a candidate must:  

1.
be at least 18 years of age and/or have completed the twelfth grade.

2.
be attending college, enlisted in the armed services, and/or full-time employed.

3.
have displayed exemplary performance as a member of the post.

4.
successfully complete a Senior Project.  Senior Projects must be SUBMITTED AT LEAST A MONTH PRIOR TO CONSIDERATION, BE approved by the Advisors, and benefit either the community or the post. 
Members who have lost interest in the post and its activities ARE DISCOURAGED FROM BECOMING SENIOR CADETS.
Senior Cadet Selection

Candidates who meet the criteria listed under Senior Cadet Qualifications may be offered a position by the DESIGNATED ADVISOR.  
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Seniority

Seniority is acquired by members according to their service date (i.e. radio number).  In the event two or more members join on the same date, seniority shall be granted to the firstborn member.  

Seniority, however, is not to be confused with Chain of Command.  While one member may be senior to another, a senior member does not necessarily hold rank over a junior member.
SERVICE LEARNING HOURS

MEMBERS REQUIRING CONFIRMATION OF HOURS WORKED SHALL SUBMIT THEIR COMPLETED FORM(S) TO THE ASSOCIATE DIRECTOR.  

Special Activities

At the request of the Director and/or Windsor Police Department, members may earn hours:

1.
assisting in a public relations presentation.

2.
attending memorial services for a fallen Police Officer.

3.
lending support to an agency, family, or organization in need.

4.
participating in a work detail.

5.
responding to a police department call-out.  

6.
taking part in monthly agenda items.
Members involved in non-Cadet activities, which support the Mission Statement of the post, may be eligible to earn a maximum four hours per/day and twenty hours per/review period.  Members wishing to be considered for hours must submit a written request to the ASSOCIATE DIRECTOR.  The request shall include:

1.
a description of the activity (including dates, times, and verification). 

2. how the activity supports the post’s mission statement.
Tardiness
ADVISORS AND Members who anticipate being late to a post activity shall contact the person above them in the Chain of Command.  
Members who anticipate being late to a ride-along or dispatch observation shall contact the designated Police Officer OR DISPATCHER.
Transportation

Transportation to and from post activities shall be the responsibility of each member.  

Members shall not travel separate from the group without an Advisor’s permission.  Additionally, members wishing to ride in another member’s vehicle must have parental permission. 

CIVILIAN Advisors and members shall not operate patrol or support services vehicles without the Director’s permission.  When authorized, vehicles shall be operated in a safe and legal manner, in accordance with department policies and procedures. 
Following post activities, it is suggested that members neither accept rides from other members nor go anywhere without parental permission.

Uniforms & Equipment 

Uniforms and equipment issued to and returned by members shall be noted in the Uniform and Equipment Inventory Log. 

Bike uniforms shall be issued to Post Officers only.  As an exception, bike uniforms may be temporarily issued to members PARTICIPATING IN THE MOCK POLICE DEPARTMENT OR POLICE MOUNTAIN BIKE PROGRAM AT THE CADET POLICE ACADEMY.  
Regardless of weather conditions, members shall carry all necessary uniforms and equipment to post activities in a post issued duffel bag, labeled with their name.  
Under no circumstances shall a member borrow previously issued items from the uniform lockers OR ALLOW NON-MEMBERS TO WEAR ITEMS ISSUED TO THEM.

All uniforms and equipment shall be returned WITHIN FORTY-EIGHT HOURS OF termination of membership.
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Uniform & Equipment expenses

The following uniform and equipment expenses are incurred by members:


Mandatory expenses



Black, Gray, and/or White Sneakers & Socks (Bike Uniform ONLY) 



Black Crew Neck T-shirt 


Black Military-style Boots & Socks  



CASUAL UNIFORM POLO SHIRT:  $35.00 



Two Matching Black Pens w/Paper



Optional expenses 


Black Compression Shorts (Bike Uniform ONLY) 

Black Turtleneck 

Black Winter Gloves

DRI-FIT SHIRT:  $25.00

Flashlight


Insect Repellent, Sunscreen & Water Bottle


Nylon Duty Belt w/Gear

Watch   

Casual uniform POLO SHIRTS may be purchased at any FORMAL MEETING.  DRI-FIT SHIRTS MUST BE SPECIAL ORDERED.
Uniform & Equipment Maintenance

Members are responsible for all uniform and equipment maintenance expenses.  
Uniforms shall be kept clean, neat, pressed, and not showing signs of excessive wear.  Additionally, boots shall be polished.
If a member’s uniform becomes damaged and/or worn, the member shall, as soon as practicable, contact the designated Advisor.  Replacement uniforms shall be issued only after previously issued items have been returned.        
All breast patches, name swatches, shoulder patches, and chevrons issued to members shall be sewn on by the designated Advisor Aide.

Equipment in need of repair shall be immediately reported to a POST OFFICER, who shall complete an Equipment Repair form, detailing the specific problem.  
Uniform & Equipment Specifications
Uniforms and equipment shall be worn only as directed.  
Members unable to wear the required uniform, for whatever reason, shall contact the person above them in the Chain of Command.
Uniform and equipment specifications are as follows:  


Summer Dress Uniform (May-September)


Black BDU Short-sleeve w/Black Crew Neck T-shirt




Black BDU Pants w/BDU Belt & Boot Blousers 



Black Military-style Boots & Socks



Winter Dress Uniform (November-March)  


Black BDU Long-sleeve w/Black Crew Neck T-shirt or Turtleneck 

Black BDU Pants w/BDU Belt & Boot Blousers  



Black Military-style Boots & Socks

April and October are transitional months, during which either the summer or winter dress uniform may be worn, as specified. 


Bike Uniform 


Charcoal gray Bike Shirt w/Black Crew Neck T-shirt 


Black Bike Zip-off Pants w/BDU Belt


Black, Gray, and/or White Sneakers & Socks


Casual Uniform

CHARCOAL gray POLO SHIRT W/BLACK CREW NECK T-SHIRT 


Black BDU Pants w/BDU Belt & Boot Blousers   


Black Military-style Boots & Socks
AT LAW ENFORCEMENT TRAINING AND COMPETITION, MEMBERS MAY SUBSTITUTE THE DRI-FIT FOR THE POLO SHIRT.  DRI-FIT SHIRTS MAY ALSO BE WORN OFF-DUTY. 
T-shirts and turtlenecks shall be plain, not faded.  Additionally, shirt sleeves shall not be rolled up.

A breast patch, name swatch (W/VELCRO BACKING), and two shoulder patches shall be affixed to the BDU and bike shirts, as well as, the 4-in-1 parka.  ADDITIONALLY, A “THIN BLUE LINE” FLAG SHALL BE AFFIXED TO THE BDU SHIRTS.  
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To pay respect to a fallen police officer, the Director may instruct members to affix mourning bands, consisting of black electrical tape, centered horizontally, to their outermost breast patch.  Mourning bands shall be removed as follows: 


Windsor Police Department
Other Agencies (CT ONLY) 
Two Weeks after Funeral
Day after Funeral
Chevrons issued to Post Officers shall be affixed to the BDU and bike shirts.  
While in uniform, members shall carry two matching black pens with paper.

Members may wear a post issued baseball cap, 4-in-1 parka, rain pants and/or winter hat with either the casual or dress uniform.  Members may also wear black winter gloves.  Members may wear black compression shorts with the bike uniform.  Unless otherwise specified, hats shall not be worn indoors.  Additionally, members shall not wear non-issued jackets or sweaters. 

Members may wear a black nylon duty belt with the following gear attached:


Duty Gear


Belt Keepers


Flashlight (Black 2 or 3-cell ONLY) 


Hinged Handcuffs w/KEY & HOLDER 

-CADET POLICE ACADEMY, LAW ENFORCEMENT STATIONS DAY AND SEARCH & CONTROL ONLY

Latex Gloves W/HOLDER 


Portable Radio 


Silent Key Ring 


Tactical Flashlight W/HOLDER (i.e. Stinger)


TRAINING WEAPON & TASER W/HOLSTERS 



-FOR TRAINING PURPOSES ONLY

Universal Tool W/HOLDER 

Additionally, members may carry a cellular phone providing IT IS neither audible nor visible.  

All duty gear cases and holders shall be black. 
Members shall not carry defense sprays, ELECTRONIC DEFENSE WEAPONS, handcuffs, handguns, knives, nightsticks, or other weapons to post activities.  As an exception, members may carry handcuffs, AS WELL AS, A TRAINING WEAPON AND TASER W/HOLSTERS AS SPECIFIED ABOVE.
While participating in a training class or competition, members may be issued a training weapon/TASER.  Members may remove their training weapon/TASER from its holster for training purposes only.  Additionally, members shall not leave their training weapon/TASER unattended, unless secured.   

Jewelry shall not be worn with the uniform.  This includes wristbands.  As an exception, members may wear a medical bracelet, rings, small stud earrings, and a watch.  Additionally, necklaces may be worn, providing they are not visible.
While in uniform, members shall adhere to the following grooming standards:

1.
Members are expected to maintain good personal hygiene (i.e. brush their teeth, shower, and use deodorant).

2.
Females shall wear their hair short or up.  Hair ties shall be dark in color.

3.
Males shall wear their hair short, not over the ears, and be clean-shaven.  Sideburns shall not extend below the middle of the ear. 

4.
Any make-up worn shall be tasteful, not bright or over-dramatic.
5.
Nails shall be kept short.  Neutral-colored nail polish is permitted. 
6.
GUM CHEWING IS PERMITTED PROVIDED THAT IT IS NOT A DISTRACTION. 
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Vehicles
The Windsor Police Cadets shall have final authority over the use of its vehicles.  

ALL VEHICLE REQUESTS SHALL BE SUBMITTED TO THE DIRECTOR ON A VEHICLE REQUEST FORM.  WITH THE EXCEPTION OF EMERGENCY USE, APPROVAL IS REQUIRED.  

Vehicles shall be operated in a safe and legal manner only by designated, licensed drivers.  

Vehicle Waivers are required for all Non-Cadet PASSENGERS.  

License requirements are as follows:  

15-Passenger 

A minimum “Public Service License” is required.


25-Passenger 
A minimum “C.D.L. (Class C) w/Passenger Endorsement AND Public Service License” is required.

Depending on which vehicle is utilized, occupancy shall not exceed fifteen or twenty-five passengers, including the driver.  

Vehicle occupants must remain seated at all times.  When available, seatbelts shall be worn.
With the exception of bottled water, food and beverages SHALL NEITHER BE CONSUMED NOR VISIBLE in THE vehicles.  ADVISORS are exempt.
Smoking AND TRANSPORTING ANIMALS in the vehicles is prohibited.  
Members shall not be accompanied by any non-members while within the vehicles without prior permission of an Advisor.

REGARDLESS OF WEATHER OR LIGHTING CONDITIONS, VEHICLE HEADLIGHTS SHALL REMAIN ON AT ALL TIMES.

When backing vehicles, a spotter is required.

Vehicle Maintenance 

Before use, it is the driver’s responsibility to:

1.
conduct a vehicle inspection.

2.
complete a vehicle inspection report (25-Passenger ONLY).

3.
contact the designated Advisor if repairs are needed.  The designated Advisor may schedule minor repairs.  Major repairs must be authorized by the Director.
4.
complete a daily log sheet if traveling out-of-state or over 100 miles        (25-Passenger ONLY).
If a vehicle becomes disabled, it is the driver’s responsibility to: 
1.
contact the designated towing service.  Request that the vehicle be towed to a designated garage.  

2.
contact the designated Advisor.

3.
contact the designated tour bus company or a local auto rental/tour bus provider if necessary.  
After use, it is the driver’s responsibility to:

1.
fuel the vehicle if necessary (minimum ½ tank).  AS AN EXCEPTION, ORGANIZATIONS RENTING THE VEHICLES SHALL REPLENISH ANY FUEL UTILIZED.  
2.
confirm that personal items and/or trash have been removed and floors swept.
3.
verify that all doors and windows are secured. 

4.
return the keys. 

Gas cards CONTAINED IN THE VEHICLES SHALL BE UTILIZED BY AUTHORIZED PERSONNEL ONLY.  ADDITIONALLY, PERSONAL USE OF GAS CARDS IS PROHIBITED.  
In consideration of use, all VEHICLE fuel, maintenance, and repair expenses are incurred by the Town of Windsor.  AS AN EXCEPTION, ORGANIZATIONS RENTING THE VEHICLES ARE RESPONSIBLE FOR THEIR OWN FUEL EXPENSES.  
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Vehicle Monitors 
Designated by the Post Officer in charge, Vehicle Monitors SHALL be assigned when more than one vehicle is used to transport members.  Responsibilities include:

1.
assisting the Post Officer in charge with conducting food & beverage checks, taking head counts regularly, and directing the closing of windows & removal of personal items/trash from vehicles;

2.
relaying information to members, as directed; and

3.
monitoring behavior, reporting violations to the Post Officer in charge. 

While designating members, preference shall be given to those who have expressed interest in being a leader.   

Web Site Access
For the very latest post information, Advisors and members are encouraged to visit the web site @ www.windsorpolicecadets.org.  

With the exception of monthly revisions made by the DESIGNATED ADVISOR, all changes to the web site must be approved by the Director.


