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4.04  VOLUNTEER PROGRAM 
 

This policy establishes the Volunteer Program to fully utilize all available 
assets in fulfilling the mission of the Sheriff’s Office and to allow for 
significant contributions by the citizens of St. Mary’s County.  Volunteer 
coordination is the responsibility of the Sheriff’s Office Personnel Section 
within the Administrative Division. Volunteer personnel do not have sworn 
status or arrest authority and will not participate in any activities requiring 
sworn law enforcement officers or arrest authority.  (CALEA 16.4.1 a & 
CALEA 16.4.1 b) 

 
4.04.001 Application and Processing Procedures 
 

Each section in the Sheriff’s Office requesting volunteer services will 
submit a request to the volunteer coordinator.  Inquiries from citizens 
regarding the volunteer program shall be directed to the volunteer 
coordinator. If accepted after preliminary screening, an Authorization for 
Release of Personal Information to St. Mary’s County Government 
(SMCSO Form #201), is completed. The final acceptance of the volunteer 
will be contingent upon successful completion of a background 
investigation. Inquiries, selection and background investigation for 
volunteers at the Detention Center will be handled by the volunteer 
coordinator for the Detention Center.  If the volunteer is approved by the 
Sheriff, the volunteer coordinator will submit their qualifications and 
experience to the division commander.  If the division commander has a 
position available, the volunteer coordinator will schedule orientation and 
a start date.  Training and scheduling in a non-sensitive work assignment, 
will be arranged by the division commander.  Volunteers will be issued an 
agency volunteer identification card but shall not wear an agency uniform.  
(CALEA 16.4.3) 

 
If the volunteer is not approved, the volunteer coordinator will notify the 
volunteer immediately. 
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4.04.002 Volunteer’s Role, Duties, Training and Work Schedule 
 

 Volunteer personnel may be assigned any of the following responsibilities 
based upon their individual education, skills and experience:   

 
A. Filing; 

 
B. Word processing, typing and data entry; 

 
C. Other duties as assigned 

 
Training of volunteers in the responsibilities of the work assignment will be 
performed by the section supervisor.  Volunteers are trained in the use of 
computer operations, communications, dealing with the public, and filing. 
Volunteers are scheduled for work assignments by the section supervisor.  
Volunteers may work during and after normal working hours as well as 
weekends.  (CALEA 16.4.1 b; CALEA 16.4.2) 

 
4.04.003 Recording Volunteer Time Worked 
 

All volunteers must sign a Volunteer Time Sheet (SMCSO Form #328), at 
their duty location, including the date and time signed in and out. 

 
A. Only the actual time spent in the Sheriff’s Office is recorded. The 

supervisor is responsible for signing the time sheet and submitting 
it to the volunteer coordinator at the end of each month. 

 
B. Any volunteer unable to report for duty due to illness or other 

causes, must notify the section supervisor as soon as possible. If a 
volunteer has not worked for two (2) weeks and has not notified the 
section supervisor of the reason for absence, the supervisor will 
contact the volunteer coordinator who will determine if and when 
the volunteer is returning to work. 

 
C. Volunteers who resign are required to submit their resignation in 

writing to the volunteer coordinator and return their identification 
card, agency policies and procedures, and any other agency 
property to the Sheriff’s Office. 

 
4.04.004 Volunteer Records 
 

A file is kept by the volunteer coordinator for each volunteer; secured in 
the personnel records room. The file contains the background 
investigation, time sheets, equipment record and, if appropriate, the 
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resignation. The file is kept for one (1) year after separation of the 
volunteer.  

 
4.04.005 Rules of Conduct for Volunteers 
 

All volunteers must comply with the rules of conduct as stated herein and 
with all orders and instructions, oral or written, issued by the Sheriff, 
division commanders, or section supervisors. 

 
A. Volunteers will conduct themselves at all times, while on duty, in a 

manner which reflects favorably on the Sheriff’s Office and the 
Volunteer Program. Conduct unbecoming of a volunteer includes, 
but is not limited to that, which tends to bring the Sheriff’s Office 
into disrepute, or reflects discredit upon the volunteer as a 
representative of the agency. 

 
B. Volunteers are required to maintain a neat, well-groomed 

appearance, and wear the identification badge at all times within 
the premises of the Sheriff’s Office. 

 
C. It is essential that volunteers be courteous to the public and to their 

co-workers, be tactful in the performance of duties, control their 
temper and exercise utmost patience and discretion, and not 
engage in argumentative discussions, even in the face of extreme 
provocation. 

 
1. While on duty or in the performance of their duties, 

volunteers must never use insolent language or gestures 
toward the public or fellow workers.   

 
2. Volunteers will not express prejudice or use language which 

could be construed as insulting or demeaning to the public 
or fellow workers concerning race, sex, religion, politics, 
national origin, lifestyle or similar personal characteristics.   

 
D. A volunteer is prohibited from using the identification badge for 

personal or financial benefit or as a means of obtaining privileges 
not otherwise available, or for avoiding consequences of illegal 
acts.   

 
1. Volunteers will never lend their identification badge or other 

items presented to them by the Sheriff’s Office to another 
person, or permit them to be photographed or reproduced.   

 
2. Volunteers will always treat the official business of the 

Sheriff’s Office as confidential. Information regarding official 
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business is disseminated only to those for whom it is 
intended.   

 
3. Volunteers will not remove or copy official records or reports 

from any section of the Sheriff’s Office, except under the 
direct order or supervision of an agency employee.   

 
4. Volunteers do not address a public gathering, appear on 

radio or television, prepare any article for publication, or act 
as a correspondent to a newspaper or periodical, release or 
divulge investigative information or any other matter 
pertaining to the Sheriff’s Office without first having obtained 
permission from the Sheriff. 

 
E. Volunteers will not receive, seek, solicit, or share in any fee, reward 

or other reimbursement for the performance of duties or for failure 
to perform duties. Volunteers will report immediately to the 
volunteer coordinator any offer or attempt to offer money, gifts, or 
other gratuity made in an effort to influence their conduct. The 
volunteer coordinator will then report this information to the Sheriff.   

 
F. Volunteers will not drink intoxicating beverages while on duty, nor 

will they report for duty while impaired or intoxicated, consume an 
intoxicating substance within four (4) hours of reporting for duty, or 
use any controlled substance that has not been prescribed as a 
course of treatment by a licensed physician or dentist.  

 
G.  If a volunteer, whether on or off duty, becomes a suspect or  
 person of interest in a criminal investigation, excluding minor 
 traffic-related violations where the penalty involves payment of a 
 fine, they will immediately notify the duty officer.  In addition, the 
 volunteer shall be suspended from all duties until informed in 
 writing to return. 

 
4.04.006 Volunteer Performance 
 

In the event the volunteer’s performance, attitude, work habits or conduct 
are unsatisfactory, the supervisor will discuss the problem with the 
volunteer and offer suggestions for improvement. If no improvement is 
noted within a reasonable length of time, the volunteer will be removed 
from the program.  

 
4.04.007 Volunteer Chaplains 
 

The chaplain position is established to assist the agency with the spiritual 
aspects of workplace stresses unique to law enforcement. Law 
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enforcement professionals function in a highly stressful and potentially 
dangerous environment. The routine pressures and tensions of the law 
enforcement profession will impact employees in a variety of spiritual, as 
well as physical and emotional ways.  

 
4.04.008 Recruitment and Appointment 
 

Chaplains will be recruited from among the clergy serving congregations 
within St. Mary’s County and appointed to serve at the pleasure of the 
Sheriff.  Chaplains are not sworn officers and have no arrest powers or 
law enforcement authority. (CALEA 16.4.1 a) 

 
Clergy serving as chaplains will be afforded opportunities to receive such 
specialized training as may be accessible and practicable. (CALEA 
16.4.2) 

 
Chaplains will be provided with equipment deemed necessary. At a 
minimum, the chaplain will be provided with identification as required for 
the effective performance of the duties of the office.  Chaplains do not wear 
agency issued uniforms.  (CALEA 16.4.3) 

 
4.04.009 Duties and Responsibilities of Chaplains (CALEA 16.4.1 b) 
 

A. Assist in the notification of the families of Sheriff’s Office employees 
who have been seriously injured or killed. The chaplain’s role in 
death notifications is limited to accompanying the notifying deputy 
sheriff and providing pastoral care to the surviving family members. 
The chaplain will routinely notify the affected family’s clergy.  

 
B. Visit sick or injured employees confined to hospital or home, if 

requested.  
 

C. Be available to counsel individual employees. Counseling may be 
at the individual’s request or upon referral by the individual’s 
supervisor. Matters discussed in counseling between the chaplain 
and an employee will be held in strict confidentiality.   

 
D. Attend, and participate in, as appropriate, the funerals of active or 

retired employees of the Sheriff’s Office.   
 

E. Attend such agency functions as graduations, promotion 
ceremonies and social events, to offer invocations and 
benedictions, if requested.   

 
F. Provide liaison with other religious leaders in the community and be 

involved, as appropriate, in public relations efforts of the Sheriff’s 
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Office.  
 
4.04.010 Notification of Chaplain: 

The chaplain serves as a volunteer. The chaplain is available 24 hours a 
day to assist in emergencies.  Routinely the chaplain will not be called to 
respond to incidents in progress. In circumstances where the presence of 
the chaplain is deemed appropriate, the duty officer may notify the 
chaplain to request response and assistance. When a high stress incident 
is concluded, the chaplain may be called as part of a Critical Incident 
Stress Debriefing Team. (CALEA 16.4.1 b) 

 


