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CHAPTER 3 

PERSONNEL AND ADMINISTRATIVE PROCEDURES 

1. SELECTION PROCESS. 

a. The Employee Health and Wellness Section (EHWS) commander or designee 
and Statewide Liaison Chaplain shall interview and select Chaplain candidates. 

b. After a successful interview, the applicant shall undergo a sensitive position 
background investigation as part of the screening process. 

c. The background investigation process shall include: 

(1) A complete CHP 561A, Confidential Personal History Statement and other 
Associated Forms, Chaplain Volunteer (Annex B). 

(2) A fingerprint inquiry with the Federal Bureau of Investigation and the 
California Department of Criminal Justice. 

(3) A driver’s license inquiry with the Department of Motor Vehicles. 

(4) Three personal reference inquiries. 

d. The EHWS commander shall review and have final approval of the completed 
investigation. 

e. A CHP 561D, Volunteer Chaplain Program Authorization to Release 
Information (Annex C), shall be completed by the applicant and used by the 
Volunteer Chaplain Program (VCP) coordinator to obtain background 
information.  The VCP coordinator shall also be responsible for the completion 
of the following forms: 

(1) CHP 434, Reference Inquiry Nonuniformed Applicant. 

(2) CHP 561A. 

(3) CHP 428, Release and Waiver of Liability. 

(4) CHP 561B, Volunteer Chaplain Program Medical Questionnaire 
(Annex D). 

(5) CHP 561C, Chaplaincy Program Statement of Ethics (Annex E). 
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(6) CHP 561E, Volunteer Chaplain Program Volunteer Service Agreement 
(Annex F). 

(7) CHP 561G, Volunteer Chaplain Certificate of Completion (Annex G). 

(8) CHP 102, Address and Emergency Information. 

2. VOLUNTEER CHAPLAIN ID CARDS.  The EHWS will retain a list of all VCP ID 
numbers.  The EHWS will assign VCP ID numbers upon submission of a CHP 245, 
Electronic Security Access Card Information/Update.  The EHWS is responsible for 
issuing all SVP ID numbers and badges. 

a. The applicant shall submit a completed CHP 245 and a digital photograph 
(face and shoulders) of the Chaplain dressed in the VCP uniform (or appropriate 
civilian attire) via e-mail to EHWS@CHP.ca.gov, with a carbon copy to the 
VCP coordinator. 

b. Upon receiving the completed CHP 245, EHWS will assign an ID number.  
The VCP ID number will be preceded by a “CH,” for the Chaplain, followed by a 
predetermined sequential number.  The EHWS will add the ID number to the 
CHP 245 and forward the information to the Human Resources Section (HRS) 
for completion. 

c. The HRS will complete the ID process and forward the ID card to EHWS. 

d. The EHWS will forward the ID card and corresponding VCP badge to the 
volunteer Chaplain. 

e. The VCP coordinator will be responsible for the accountability of VCP ID cards.  
When a Chaplain resigns or is otherwise removed from the VCP, the ID card shall 
be relinquished to the VCP coordinator.  The ID number shall not be reissued to 
another volunteer Chaplain.  The VCP coordinator shall properly and securely 
dispose of the VCP ID card and inform the EHWS commander of the separation. 

f. A copy of the ID card shall be maintained in the Chaplain’s personnel file for 
five years after separation. 

3. PERSONNEL FILES. 

a. The VCP coordinator shall be responsible for the Chaplain’s personnel files.  
Personnel files shall be treated as confidential and be maintained in a secure 
location (e.g., locked file cabinet) by the VCP coordinator in accordance with 

mailto:EHWS@CHP.ca.gov
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HPM 10.3, Personnel Transactions Manual.  The Chaplain’s personnel folder shall 
be maintained at EHWS for five years after separation from the program. 

b. Current volunteer Chaplains or volunteer Chaplains who have left the program 
may request copies of their personnel files.  Access and/or release of this 
information shall be granted in accordance with policies and procedures contained 
in HPM 11.1, Administrative Procedures Manual, Chapter 13, Information 
Disclosures – Public Records and Rights of Privacy. 

c. Volunteer Chaplain personnel files shall include the following items: 

(1) CHP 101, Appropriate Use of Automated Information and Systems 
Statement. 

(2) CHP 102. 

(3) CHP 428. 

(4) CHP 561, Chaplain Code of Conduct (Annex A). 

(5) CHP 561A. 

(6) CHP 561B. 

(7) CHP 561C. 

(8) CHP 561D. 

(9) CHP 561E. 

(10) When applicable, a CHP 561F, Volunteer Chaplain Program 
Resignation Report (Annex H), or a Notice of Termination from Voluntary 
Employment Letter. 

(11) CHP 561G. 

(12) A copy of the Chaplain’s VCP ID card (front and back). 

(13) If issued, a copy of the Chaplain’s state-issued driver’s license. 

(14) Copies of all CHP online training, when applicable. 

(15) A copy of the completion of the California Electronic Telecommunications 
System (CLETS) training showing that the Chaplain is qualified to have 
departmental computer access.
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(16) Proof of personal medical insurance to be furnished on an annual basis by 
the Chaplain. 

(17) All reports of incidents or personal injuries. 

(18) Current photograph of Chaplain.
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ANNEX A 

CHP 561, CHAPLAIN CODE OF CONDUCT 
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ANNEX B 

CHP 561A, CONFIDENIAL PERSONAL HISTORY STATEMENT AND OTHER 
ASSOCIATED FORMS, CHAPLAIN VOLUNTEER 
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ANNEX C 

CHP 561D, VOLUNTEER CHAPLAIN PROGRAM AUTHORIZATION TO 
RELEASE INFORMATION 
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ANNEX D 

CHP 561B, VOLUNTEER CHAPLAIN PROGRAM MEDICAL QUESTIONNAIRE 



 

HPM 70.57 3-22  

THIS PAGE INTENTIONALLY LEFT BLANK



 

 3-23 HPM 70.57 

ANNEX E 

CHP 561C, CHAPLAINCY PROGRAM STATEMENT OF PROFESSIONAL ETHICS 
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ANNEX F 

CHP 561E, VOLUNTEER CHAPLAIN PROGRAM VOLUNTEER 
SERVICE AGREEMENT 
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ANNEX G 

CHP 561G, VOLUNTEER CHAPLAIN CERTIFICATE OF COMPLETION 
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ANNEX H 

CHP 561F, VOLUNTEER CHAPLAIN PROGRAM RESIGNATION REPORT 
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