OPERATIONS GUIDELINES/SCOPE OF SERVICES

REGIONAL DWI TASK FORCE

RESPONSIBILITIES OF PARTICIPATING AGENCIES:

The following are a list of expectations for officers and agencies interested in participating in the
Regional DWI Task Force. This list is based on TxDOT’s requirements for Selective Traffic
Enforcement Program (STEP) Grants:

A. H-GAC will serve as the administrator of the STEP Grant. H-GAC will be responsible
for the following activities in the grant’s administration:

1.

Setting up pre-Task Force meetings with participating agencies to discuss
participation, protocols, and operational specifics;

2. Setting up post-Task Force meetings to debrief enforcement activities;

S.
6.
7.

Determining how many officers will be participating on an enforcement weekend;

Collecting requests for reimbursement, along with associated backup
documentation;

Submitting requests for reimbursement to TXDOT;
Reimbursing agencies for work performed upon receipt of funds from TxDOT;
Report on Task Force performance to TXDOT and to Task Force members.

B. Task Force activities will occur during the following periods:

1.
la

2
3.
4.
5

6.

Halloween — October 23 - November 2, 2016 (depending on agreement timing)
Thanksgiving — November 20 — 30, 2016 (depending on agreement timing)
Christmas/New Years — December 15, 2016 - January 1, 2017

Spring Break/Rodeo/St. Patrick’s Day — March 4-21, 2017

Memorial Day — May 22 - June 4, 2017

July 4" — June 24 - July 5, 2017

Labor Day — August 18 - September 3, 2017

C. Participating agencies will be expected to assist H-GAC in carrying out all performance
measures established in the grant, including fulfilling the law enforcement objectives by
implementing the Operational Plan contained in this Grant Agreement.

D. Participating agencies will be expected to submit all required reports to H-GAC fully
completed with the most current information, and within the required times, as defined in
the agency’s Agreement with H-GAC and as required by TxDOT. This includes reporting
to H-GAC on progress, achievements, and problems in post-operational Performance
Reports and attaching necessary source documentation to support all costs claimed in
Requests for Reimbursement (RFR).
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E. Participating agencies will be expected to attend H-GAC and TxDOT grant management
training, when required.

F. Participating agencies will be expected to attend meetings according to the following:

1. H-GAC will arrange for Task Force meetings in order to meet with participating
agencies prior to an enforcement event to discuss procedures, protocols, and
operational specifics relating to the event (e.g. enforcement area determination,
intake facility locations, etc.). Depending on the enforcement wave timing, two
waves may be addressed at the same meeting.

2. H-GAC will arrange for Task Force meetings to meet with participating agencies
to present status of activities and to discuss problems and the schedule for the
following enforcement event’s work.

3. H-GAC’s project director or other appropriate qualified persons will be available
to represent participating agencies at meetings requested by the TxDOT.

G. Participating agencies will be expected to support grant enforcement efforts with public
information and education (PI&E) activities. Salaries being claimed for PI&E activities
must be included in the budget.

H. Participating agencies must maintain verification that all expenses, including wages or
salaries, for which reimbursement is requested is for work exclusively related to this
project and adhere to the respective overtime policies established by each agency.

I. Participating agencies, to comply with TxXDOT matching fund requirements, will supply
the following information (if applicable) associated with the time worked by agency
personnel:

Retirement match paid by agency
Workers Compensation insurance
Social Security Tax

Medicare Tax

Health Insurance

Vehicle Mileage for shift

Indirect Costs

NookrwnpE

J. Participating agencies will be expected to ensure that this grant will in no way supplant
(replace) funds from other sources. Supplanting refers to the use of federal funds to
support personnel or any activity already supported by local or state funds, or other
sources of agency revenue.

K. Participating agencies will be expected to ensure that each officer working on the STEP
project will complete an officer’s daily report form. The form should include at a
minimum: name, date, badge or identification number, mileage (including starting and
ending mileage), hours worked, type of citation issued or arrest made, officer and
supervisor signatures. Each officer will need to complete an overtime slip from his or her
agency as well, which must be approved by the supervisor.
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L. Participating agencies will be required to identify a supervising officer for each shift
being worked by the agency.

M. Participating agencies will be expected to ensure that no officer above the rank of
Lieutenant (or equivalent title) will be reimbursed for enforcement duty, unless the
participating agency received specific written authorization from both H-GAC and
TxDOT, through eGrants system messaging, prior to incurring costs.

N. Participating agencies must submit a summary reimbursement request form to H-GAC
within eighteen (18) days of the end of the enforcement weekend for reimbursement.
With this reimbursement request form shall be attached all of the agency’s daily report
forms, copies of overtime slips, and copies of the agency’s CAD system shift report for
the shifts worked. The reimbursement submission must be certified by the agency’s
financial officer. Failure to submit this information in a timely manner will hold up
reimbursements for all participating agencies.

O. Participating agencies may work additional STEP enforcement hours on holidays or
special events not covered under the Operational Plan. However, additional work must be
approved in writing by H-GAC and TxDOT, through eGrants system messaging, prior to
enforcement. Additional hours must be reported in the Performance Report for the time
period for which the additional hours were worked.

P. An enforcement shift shall be no longer than eight (8) hours. Shift length will be
determined prior to the shift. However, if an officer makes a STEP-related DWI arrest
during the shift, but does not complete the arrest before the shift is scheduled to end, the
officer can continue working under the grant to complete that arrest.

Q. Participating agencies should have a safety belt use policy. If a participating agency does
not have a safety belt use policy in place, a policy should be implemented, and a copy
maintained for verification during the grant year.

R. Officers working DWI enforcement must be trained in the National Highway Traffic
Safety Administration/International Association of Chiefs of Police Standardized Field
Sobriety Testing (SFST).

S. Participating agencies should have a procedure in place for contacting and using drug
recognition experts (DRES) when necessary.

T. Participating agencies will be expected to follow its own policies and procedures, as well
as to enforce and comply with all federal, state, and local laws and regulations.

U. This grant is a multi-agency effort, requiring all participants to make a diligent effort to
patrol and apprehend offenders. Failure of a participating agency to do so may result in
the overall non-achievement of goals, jeopardizing the future ability of being awarded
similar grants in the future. If it is deemed that an agency is not actively pursuing the
goals of the Program, the Agency, pursuant to Section 17 of the General Provisions of
this Agreement, may terminate the Agreement.
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