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To establish a policy and a procedure to be followed by all employees of the Police
Department when a notification of a change of address, telephone number or other
related information is in order. To ensure that a member or his/her family can be
contacted in a proper and timely manner in the event of emergencies, or other
appropriate circumstances where manpower requirements or other matters relating to
police personnel must be addressed.

PURPOSE

POLICY

It shall be the policy of the Police Department that all employees will promptly notify
their immediate supervisor of an anticipated change of address and related information.

PROCEDURES

A. Change of address information will be recorded on an Emergency Information Form
(8&I 26) and forwarded through the Chain-of-Command to the Staff and Inspections
Unit Commander.

B. Whenever an officer updates their address on the Emergency Information Form (S&lI
26), they shall also complete a Local Earned Income Tax Residency Certification
Form (NonPD-21). Both forms shall be forwarded through the Chain-of-Command to
the Staff and Inspections Unit Commander.

C. Staff and Inspections Unit personnel will ensure that this information is properly
recorded in Departmental records and then have it forwarded to the Human
Resources Department. Communications Center records will immediately be
updated so that there is no delay in contacting an employee, if necessary.
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RESPONSIBILITY

It is the responsibility of all supervisory personnel to ensure that all employees under
their immediate supervision comply with this policy.
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