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1. POLICY
1.1 It is the policy of this department to provide for short term rest relief areas
for those employees working extremely long hours past normal work
schedules and/or who do not feel comfortable operating a vehicle safely
when going off duty.
1.2 The areas may also be utilized by employees who have less than an eight
(8) hour turnaround from when they go off duty to return to duty.
2. PURPOSE
2.1  The purpose of this directive is to provide guidelines for the use of resting
areas/bunk rooms for departmental employees.
2.2 The Department recognizes that adequate sleep contributes to the general
health and well-being of all members both on duty and off.
3. APPLICABILITY and EXCEPTIONS
3.1  This policy applies to all police employees, interns, and volunteers who
may need short term rest relief and access to the bunk room(s).
4, POLICY GUIDELINES

4.1.

4.2

4.3

Rooms 318 and 319 on the third floor of the 16 S. Summit Avenue
Building have now been designated as resting areas for departmental
employees. The area has been established to provide short term rest relief
to those employees who have ended their assigned shift and have court, a
department related activity the following morning, or who do not feel
comfortable operating a vehicle safely when going off duty.

Employees utilizing the rooms will be required to wear appropriate
clothing while resting.

The following protocol must be observed by employees and supervisors:

4.3.1. Off-duty employees requiring short term rest in the room must
contact the on-duty patrol supervisor (corporal or sergeant), or an
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administratively ranked supervisor within the agency, and request
permission to use the room(s).

4.3.2. Use of the rooms will not exceed 8 hours.

4.3.3. Linens are provided in the rooms. Once finished, the linens are to
be placed in the laundry bags and hung outside of the room on the
door handle for cleaning.

4.3.4. Employees are responsible for removing any trash from the room
prior to departing.

4.3.5. Notify the on-duty supervisor when you are finished using the
room.

Supervisors must comply with the following protocols:

4.4.1. Only supervisors ranked corporal or above have authority to
unlock the door for entry into the room(s). The supervisor should
notify the Property Custodian email group when the room is used
to ensure linens are replaced and cleaned.

4.4.2 When notified that the room is vacant, an employee within the
Administrative Bureau or an on-duty supervisor will conduct an
inspection to ensure the rooms are clean, the bed has been stripped,
and the linens have been bagged. An employee within the
Administrative Bureau will return the laundry bags to the rooms.

Entry into the rooms for reasons other than granting access to employees
for rest periods, including entries for inspections, cleaning and linen
returns are prohibited. Deviation from this protocol can result in
disciplinary action being taken against employees found to be in violation.

General Order 108.14 Page 2 of 3



