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PREFACE

It is essential that all employees are provided with 
guidance in carrying out their duties. While it is not 

possible to anticipate every situation or to prescribe a 
course of action required for each case, this manual 

sets forth guidance to aid in your decision making. The 
exercise of discretion based on common sense, good 
judgment, training, supervision and the directives of 

the Department will determine your behavior.

This manual represents the manner in which 
Departmental employees will conduct themselves. 

Each employee is required to study it carefully, be fully 
aware of its contents and meaning and conform to its 

directives. This manual is to be kept current and 
available for your use and inspection by supervisors.

If any portion of this manual is held to be invalid or 
unconstitutional, such decision shall not affect the 

validity of the remaining sections.




