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I. PURPOSE: The purpose of this policy is to provide guidance to all employees of 

the Windsor Heights Police Department as it pertains to the Police Reserve Unit. 

 

II. POLICY: The Windsor Heights Police Department elects to maintain a volunteer 

force of reserve officers to supplement the police force.  Reserve Officers, upon 

completion of the mandatory training standards as dictated by the Code of Iowa 

and approved by the Iowa Law Enforcement Academy, may be utilized to assist 

police officers in the day to day delivery of law enforcement services to the 

citizens of Windsor Heights.  While in the actual performance of official duties, 

reserve officers shall be vested with the same rights, privileges, obligations and 

duties as any other peace officer while under the direction of a sworn officer.  In 

addition, all reserve officers will comply with all departmental policies and 

procedures, reserve unit rules, regulations, and directives. 

 

III. PROCEDURES 

A. General 

1. Members of the Reserve Unit will be sworn in upon the 

completion of initial mandatory training. 

2. The uniform prescribed for reserve officers is as specified in the 

Uniforms section of this policy manual. 

3. A Police Lieutenant will serve as liaison (Reserve Liaison Officer) 

between the Department and the reserve unit. Final oversight shall 

come from the Chief of Police. 

4. The reserve unit will consist of no more than ten (10) officers. 

5. Reserve officers are subordinate to all sworn police officers, 

regardless of rank and shall comply with lawful instructions and 

guidance from sworn officers. 

6. Reserve officers are expected to be familiar with the standing 

orders, rules, policies, procedures and directives of the Windsor 

Heights Police Department and comply with them in full. 

7. Reserve officers only have police powers when on duty and shall 

not take any police action unless officially working for the 

Windsor Heights Police Department. 

8. Reserve officers shall be held to the same high ethical standards as 

regular officers regarding personal behavior on or off duty and in 

the performance of their duties. 

9. Reserve officers serve at the pleasure of the Chief of Police with 

no right to membership or appeal of termination from the reserve 

unit. 

10. Reserve officers shall serve a one (1) year probationary period 

following their appointment. 
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B. Recruitment, Selection and Staffing 

1. Applications for the position of reserve police officer will be 

accepted on an as needed basis when it is made known that vacant 

positions exist. 

2. The hiring process for reserve police officers will be as follows: 

a. Resume and cover letter provided to the Chief of Police 

b. After review, the Chief of Police, the Reserve Liaison 

Officer and a senior reserve officer will decide whether or 

not to proceed with the hiring process. 

c. The Chief of Police or designee will provide the application 

and background investigation forms to the applicant.  These 

forms must be returned before further consideration. 

d. All required testing, interviews, and background 

investigations must be successfully completed. 

e. Appointment to a probationary reserve officer status to 

begin certification training and evaluation. 

3. Minimum Requirements – reserve officer applicants must meet the 

following standards: 

a. High School Diploma, GED or equivalent. 

b. Citizen of the United States of America and a resident of 

the State of Iowa. 

c. At least twenty-one (21) years of age and not over sixty-

five (65) years of age. 

d. Possess a valid Iowa driver’s license and be able to operate 

a vehicle with no mechanical adjustments to standard 

equipment. 

e. Not addicted to drugs or alcohol. 

f. Be of good moral character and pass a thorough 

background investigation including DCI and FBI 

fingerprint search. 

g. Not been convicted of a felony crime or a crime involving 

moral turpitude as defined by the Code of Iowa, Chapter 

80. 

h. Not been convicted of any indictable offense, in any state, 

or any offense involving domestic violence. 

i. Be approved for appointment by the Iowa Law 

Enforcement Academy Council to be able to obtain 

Reserve Officer Weapons Certification prior to being 

permitted to carry weapons and after receiving the 

appropriate training. 

j. Not be opposed to the use of legal force, including deadly 

force, in the performance of police duties. 

k. If a military veteran, have an honorable discharge. 

l. Pass the Windsor Heights Police Department physical 

agility standards consisting of: sit and reach flexibility test, 

one minute sit-up test, one minute push-up test and one 

mile run. 

m. Take the MMPI psychological test if deemed appropriate. 
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n. Pass all Law Enforcement Academy required medical tests. 

4. All reserve officers will serve a minimum one year probationary 

period.  Following this one year period, the Chief of Police and 

Reserve Liaison Officer will review the probationary reserve 

officer’s record and will either approve the officer for permanent 

status, extend the probation period, or terminate the officer. 

5. The Chief of Police, in conjunction with the Reserve Liaison 

Officer, will conduct an annual review of the performance of the 

reserve unit and determine if changes are needed in the 

organizational structure or personnel assignments. 

 

C. Training 

1. New members selected for reserve officer status will be required to 

complete a basic training course as prescribed by the Iowa Law 

Enforcement Academy and the Windsor Heights Police 

Department.  This initial training will consist of the following: 

a. Firearms Training 

b. ASP Baton Training 

c. Chemical Agent (OC) Training 

d. Taser Training 

e. Defensive Tactics 

2. Reserve officer recruits will be required to successfully complete 

all required firearms training before being allowed to carry a 

firearm. Weapons shall only be allowed to be carried by reserves 

when serving in an on duty capacity. Reserve officers who wish to 

carry a weapon off duty shall be required to have a weapon’s 

permit issued by the sheriff of their county of residence and will 

not have any vested authority as a reserve officer when off duty 

regardless of the issuance of a weapons permit. 

3. Those recruits who are unable to qualify will be allowed to re-test 

one time at their own expense.  If they are still unable to qualify, 

they will be terminated from the reserve unit. 

4. Following successful completion of this training and receipt of 

their approval from the Iowa Law Enforcement Academy Council, 

reserve officers will be sworn and allowed to begin working as a 

reserve officer. 

5. Reserve officers will also be required to complete the Reserve 

Officer Certification Course as prescribed by the Iowa Law 

Enforcement Academy.  This training consists of eighty (80) hours 

of training and forty (40) hours of supervised time within the first 

twelve (12) months from the date of appointment. 

6. The Reserve Officer Certification training will be taught only by 

Iowa Law Enforcement Academy approved instructors and will 

consist of the following courses: 

a. Criminal Law – 4 Hours 

b. Force Management – 4 Hours 

c. Introduction to Crime Scene – 1 Hours 

d. Haz-Mat Awareness – 4 Hours 

e. Motor Vehicle Law – 2 Hours 

f. Laws of Arrest – 2 Hours 
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g. Crisis and Conflict – 2 Hours 

h. Traffic Direction – 1 Hour 

i. Vehicle Stops – 4 Hours 

j. Recognizing Impairment – 2 Hours 

k. Collision Scene Control – 2 Hours 

l. Felony Calls – 2 Hours 

m. Patrol Techniques – 2 Hours 

n. Defensive Tactics – 6 Hours 

o. Ethics – 2 Hours 

p. Search and Seizure – 4 Hours 

q. Blood Borne Pathogens – 1 Hour 

r. Current Drug Trends/Investigation – 4 Hours 

s. Weather Preparedness – 1 Hour 

t. Mandatory Reporting – 2 Hours 

u. Radio Communications – 2 Hours 

v. Testifying in Court – 1 Hour 

w. Cultural Diversity – 2 Hours 

x. Police Community Relations – 2 Hours 

y. Community Policing – 2 Hours 

z. Discretion – 1 Hour 

aa. Precision Driving – 6 Hours 

bb. Interviews and Interrogation – 2 Hours 

cc. Domestic Abuse – 4 Hours 

dd. Report Writing – 2 Hours 

ee. Juvenile Law – 2 Hours 

ff. Civil Liability – 2 Hours 

7. The Reserve Officer Certification training will consist of separate 

training modules.  At the end of each module, officers will be 

tested according to the rules of the Law Enforcement Academy. 

8. After receiving state certification, reserve officers will then be 

required to complete at least twelve (12) hours of continuing 

training per year. 

9. Reserve officers must qualify with firearms annually. 

10. Reserve officers must re-certify in any other training area that 

requires periodic recertification. 

11. All reserve officers must successfully complete Reserve Officer 

Field Training (normally 40 hours) within three months after 

successfully obtaining ILEA Reserve Officer certification. This 

training shall consist of completing all training tasks and tactical 

role plays within the FTO training manual. Reserve Officers will 

not be graded on DORs during this portion of training; it shall be a 

cumulative pass/fail. Should the candidate need to be recycled 

through the training additional documentation shall be completed. 

12. Reserve Officers may, if they wish to become a Reserve Officer 1
st
 

Class, complete the Windsor Heights Police Department Field 

Training Program in its entirety.  This program requires a 

minimum of 224 additional supervised training hours and must 

include full documentation of completion of all field training tasks 

and complete scoring through the DOR system. 
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D. Reserve Officer Classifications 

1. Reserve Officer 1
st
 Class (eligible at 4 years of service unless 

accelerated by the Chief of Police due to prior experience) 

a. Has met the requirements of all previous classes. 

b. Served as a Reserve Officer 2
nd

 Class for a minimum of 

one (1) year. 

c. Completed the Windsor Heights Police Department Field 

Training Program, an additional 224 hours of evaluated 

ride time. 

d. Must be a state certified reserve officer. 

e. May work independently and separately under the direct 

supervision of a sworn officer and at the discretion of the 

Chief of Police.   

f. Appointment made by the Chief of Police considering 

numerous factors including, but not limited to: attendance, 

maturity, annual evaluations and recommendation from the 

Reserve Liaison Officer. 

2. Reserve Officer 2
nd

 Class (typically eligible at 3 years of service 

unless accelerated by the Chief of Police due to prior experience) 

a. Has met the requirements of Reserve Officer 3
rd

, 4
th

 and 5
th

 

Class. 

b. Served as a Reserve Officer 3
rd

 Class for a minimum of one 

(1) year. 

c. Accumulated at least 224 hours of combined training and 

ride time with the Department. 

d. May drive the patrol vehicle and run the shift with another 

Reserve Officer 2
nd

 Class for full shifts, with and at the 

discretion of the supervisor or duty officer. 

3. Reserve Officer 3
rd

 Class – Non-probationary Reserve Officer 

a. Has met the requirements of Reserve Officer 4
th

 and 5
th

 

Class. 

b. Completed probationary period. 

c. Completed the Reserve Officer Field Training Program. 

d. Attained certification from the Iowa Law Enforcement 

Academy as a Reserve Officer.  

e. Accumulated at least 120 hours of combined training and 

ride time with the Department. 

f. May drive the patrol vehicle for half of the shift with, and 

at the discretion of, the duty officer. 

4. Reserve Officer 4
th

 Class – Probationary Recruit in Training 

a. Has met the requirements of a Reserve Officer 5
th

 Class. 

b. Has completed firearms certification. 

c. Has completed ASP Baton certification. 

d. Has completed Chemical Agent (OC) certification. 

e. Has completed Taser certification. 

f. Has completed Defensive Tactics training. 

g. May ride as a second uniformed officer in the car and assist 

the duty officer as requested while in training. 

5. Reserve Officer 5
th

 Class – Applicant in Process 

a. Passed background and appointed as a reserve officer. 
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b. May ride in plain clothes with sworn officers but not 

actively engage in any law enforcement activities. 

c. Has no police powers. 

 

E. Duty Assignments 

1. An average of a minimum of eight (8) hours of duty time is 

required each month (measured quarterly) in addition to any 

mandatory training that may be applicable.  Training and 

scheduled departmental meetings do not apply towards quarterly 

ride time requirements.  Members failing to meet these 

requirements without valid reason will be faced with the following 

disciplinary action: 

a. 1
st
 Violation – Oral counseling with Reserve Liaison 

Officer. 

b. 2
nd

 Violation – Written counseling with Reserve Liaison 

Officer. 

c. 3
rd

 Violation – 60 day suspension from the Reserve Unit. 

d. 4
th

 Violation – Indefinite suspension from the Reserve Unit 

and possible termination. 

e. Any reserve officer placed on suspension shall surrender all 

equipment and police identification during suspension 

periods and shall not have the same rights, privileges, 

obligations, and duties as any other reserve officer.  Once 

reinstated by the Chief of Police, he/she shall return to 

his/her previous classification prior to suspension unless 

otherwise designated. 

2. Reserve officers may be assigned to a variety of types of law 

enforcement duties.  Such duties include, but are not limited to: 

a. Accompanying and assisting a regular officer on patrol. 

b. Performing traffic control at designated locations for 

parades and special events. 

c. Assisting at special events in the parks, town center areas, 

sporting events, events that draw large crowds, in crowd 

and pedestrian control, special traffic enforcement projects, 

or providing information/services in times of disaster, etc. 

d. Assist in performing stakeouts, undercover assignments, 

surveillance, security at crime scenes. 

e. Available as resources in case of emergency or civil 

disturbances. 

f. Assist investigators with follow-up case work. 

g. Assist fulltime staff members with administrative projects. 

h. Reserve Officers 3
rd

 Class and above may assist in extra 

duty assignments if necessary once all fulltime officers 

have been offered the opportunity and turned it down. 

Initial approval for this opportunity is at the discretion of 

the Chief of Police. 

 

F. Duty Procedures / Activity Reports 

1. Reserve officers reporting for duty will report to the Police 

Department and notify the supervisor/duty officer of their arrival. 
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2. Reserve officers will not report for duty unless they are physically 

and mentally capable to perform any duty assignment and in 

compliance with the policies of this Department. 

3. Reserve officers will personally account for their activities through 

a Daily Activity Report.  All activities should be logged and 

detailed, then the original placed in the Reserve Liaison Officer’s 

mailbox or designated location. A copy of this document may be 

made but cannot be released to the public without prior 

authorization pursuant to Department records regulations. The 

following information will be included on the Reserve Officer’s 

Daily Activity Report: 

a. Name 

b. Date 

c. Time In / Time Out 

d. Unit / Supervising Officer(s) Assigned 

e. Summary of Activities - itemized 

4. Reserve officers will normally be notified at least forty-eight (48) 

hours prior to any event where their services are needed, except in 

emergency situations. 

5. Reserve officers will be expected to fulfill assignment 

commitments unless an emergency arises, in which case the 

Department shall be notified as soon as possible. 

6. Reserve officers will not work a time combination of normal 

fulltime employment followed by reserve duty in which the 

combined time exceeds their physical and mental capacity to 

properly perform their law enforcement responsibilities. 

 

G. Responsibilities 

1. Reserve officers who assist an officer at any incident or arrest must 

be aware that their testimony may be required in court and that 

they are subject to subpoena in any case. 

2. In the eyes of the public, reserve officers are viewed as law 

enforcement officers and their conduct must at all times be 

professional so as not to damage the professional reputation of the 

Department or do harm to the corporate image of the City. 

3. Just as regular law enforcement officers are held by the community 

to a higher standard of off duty conduct, so will reserve officers. 

4. Confidentiality – No reserve officer shall give any report, provide 

any information, in any manner to any form of the media and/or 

person(s) inquiring, or send any electronic message to any media 

organization or its representatives, unless ordered to do so by the 

Chief of Police. Any violation of this standard shall result in 

termination from the unit. 

 

H. Reserve Liaison Officer 

1. A fulltime Windsor Heights Police Lieutenant shall be appointed 

by the Chief of Police as the coordinator of the Reserve Unit to 

serve as a liaison between the Department and the reserve officers.  

The Reserve Liaison Officer is responsible for: 

a. Coordinating reserve officer training sessions. 
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b. Assigning reserve officer duties with approval of the Chief. 

c. Keeping records of reserve officer duty and training hours 

each quarter. 

d. Supervising reserve officers and the reserve unit and 

bringing any concerns that arise to the attention of the 

Chief of Police.  Minor issues should be dealt with directly 

by the reserve liaison officer. 

e. Making annual written reports to the Chief of Police on the 

activities of the reserve officers, including records of 

training and ride time. 

f. The Reserve Liaison Officer shall be directly responsible to 

the Chief of Police. 

 

I. Chain of  Command 

1. Chief of Police 

2. Reserve Liaison Officer or Lieutenant 

3. Fulltime Windsor Heights Peace Officer 

4. Reserve Captain 

5. Reserve Officer 1
st
 Class 

6. Reserve Officer 2
nd

 Class 

7. Reserve Officer 3
rd

 Class 

8. Reserve Officer 4
th

 Class 

9. Reserve Officer 5
th

 Class 

 

J. Inactive Roster 

1. Reserve officers may be placed involuntarily, or may request in 

writing to be placed, on inactive status for: 

a. Reasons of health 

b. Pursue education 

c. Employment conflicts 

d. Failure to satisfy service requirements 

e. Any other reason approved by the Chief of Police 

2. Reserve officers will be allowed to remain in an inactive status for 

a period of six (6) months.  At the end of that time, the officer must 

return to active duty or resign.  Inactive officers will be required to 

turn in all Department issued items. Any additional extensions in 

this leave time due to extenuating circumstances must be granted 

in writing by the Chief of Police. 

 

K. Injury on Duty 

1. Reserve officers are covered by the workers compensation system. 

2. Reserve officers injured on duty will report the injury to a 

supervisor, if no supervisor is on duty then the report shall be made 

to the duty officer who will contact the Reserve Liaison Officer. 

3. Reserve officers will be required to follow all policies of the City 

of Windsor Heights and will be examined by a city doctor or 

emergency personnel if necessary. 

4. Reserve officers will be required to complete any and all 

paperwork related to injuries in a timely manner. 
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L. Reserve Unit Board 

1. The Reserve Unit Board shall initially be appointed by the Chief of 

Police and positions therein shall be voted upon by the general 

membership of the reserve unit every two years thereafter, unless a 

special election is necessary to fill a vacant position. 

2. The Reserve Unit Board shall be comprised of the following: 

a. Chief of Police 

b. Reserve Liaison Officer 

c. Reserve Captain (appointed by the Chief of Police) 

d. Reserve Secretary/Treasurer 

e. Reserve Officer Trustee 

3. The reserve officer positions on the board shall be voted on by the 

general membership of the reserve unit at a meeting in June of 

every even numbered year.  The members voted into office will 

take that office on July 1
st
 of that year.  Nominations for each 

position will be accepted prior to the June meeting.   

4. The reserve unit shall vote, with a simple majority required, to fill 

the positions of Reserve Officer Trustee and Reserve 

Secretary/Treasurer; the Reserve Captain shall be an appointment 

from the Chief of Police. The following are the duties of these 

positions: 

a. Reserve Captain 

(1) Conduct quarterly reserve unit meetings. 

(2) Assist full-time duty officers in coordinating reserve 

officer functions in special circumstances. 

(3) Assist in the hiring process for potential reserve 

officers at the discretion of the Chief of Police. 

b. Reserve Secretary 

(1) Keeping records of the reserve meetings, including 

minutes of any actions taken by the unit. 

(2) Prepare an agenda for each quarterly meeting and 

any special meetings called. 

(3) Keeping the Chief of Police informed of items 

discussed at reserve meetings. 

(4) Keeping record of the reserve unit funds, credits, 

debits, and balances. 

5. Reserve Unit Meetings 

a. Meetings of the reserve unit body may be held as 

frequently as each month, but at a minimum on a quarterly 

basis, as need dictates. 

b. Meetings will include discussion of agenda items and will 

also include updates on various topics determined by the 

Chief, Reserve Liaison Officer and/or Reserve Unit. 

c. Meetings will include a specified training topic for 

discussion/recertification. 

6. Reserve Funds 

a. Absent the Reserve Unit applying for non-profit status and 

creating an association, the reserve unit cannot have total 

control over funds as these funds must be controlled by the 

City of Windsor Heights as dictated by Iowa Law. 
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b. The Windsor Heights Police Department has designated its 

“Police Reserve Fund” line item in the Police Trust account 

to be utilized as the reserve fund. 

c. The reserve unit, upon a majority vote, may elect to 

purchase items from this fund.  Spending from these funds 

should model efforts in policing and community education 

or outreach. The Chief of Police has the authority to veto 

any purchases voted for approval.  

 


