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.01 PURPOSE:
To state policy and designate procedures for sworn personnel assignments to specialized positions.
.02 CROSS-REF:
G.O. 1830, "Performance Evaluations"
CALEA STANDARDS 16.2.2;
.03 DISCUSSION:
While the basic law enforcement functions of each sworn member of the Department are similar, the
Department offers many different opportunities for officers to work in positions which have a more
specialized focus, such as criminal investigation, undercover drug enforcement, canine, intoximeter
operation, accident reconstruction, and others. Opportunities for officers to move into these positions can
be instrumental in career development.
.04 POLICY:
When a vacancy occurs in a specialized position filled by a sworn employee, it is the Department’s
responsibility, whenever possible, to offer all qualified officers the opportunity to be considered for that
position. Procedures in this General Order will assure that all qualified personnel will be considered for
assignment to the various Department divisions or their specialized components. Vacancies that exist
solely due to a workforce less than the authorized strength of the Department are not included in this
Order.
.05 DEFINITIONS:
SPECIALIZED ASSIGNMENT - An assignment other than the position to which an employee is originally
assigned after completion of entry-level training and which is often characterized by increased levels of
responsibility and training, but within a given position classification. For example, sworn personnel are
hired and assigned as patrol officers upon graduation from the police academy. Once they are
reassigned to an area other than patrol, they become specialized. Changes in assignment due to
promotion are not considered specialized assignments. In addition, allocation of additional duties without
a transfer in assignment does not constitute a specialized assignment. Finally, temporary assignments or
details are not considered specialized assignments.
.07 ELIGIBILITY TO APPLY:
To be eligible to apply for assignment to a specialized position, an officer must generally have completed
his probationary period. The Chief of Police may waive this requirement at his discretion. An officer who
wishes to transfer to a different patrol shift need not have completed probation.
.10 NOTICE AND STEPS:
1.
When a Division Commander anticipates or develops an opening in a specialized position, he will
notify the Chief of Police, via the chain of command, of the open position.
2.
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If the position is to be filled, the Bureau Captain who commands the assignment will cause an
announcement of the opening to be prepared for distribution to all command and supervisory
personnel via e-mail. The announcement will contain at least the following information:
A.

The nature of the opening (i.e., DPU, CID, Accident Reconstructionist, etc.);

B.

The date that the position will be available;
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3.

C.

The criteria for selection, including any prerequisite qualifications or additional testing;

D.

Any ranks which are required or excluded; and,

E.

The method and deadline for application.

Selection criteria may vary, according to the nature of the position to be filled, and will be noted
on any specific posting. Any officer who meets the minimum qualifications stated in the posted
announcement and who is interested in being considered for the assignment must submit a
written request to his immediate supervisor. The supervisor will review it and indicate his
recommendation on the request. The request will then be forwarded through the chain of
command, with recommendations documented at each level, to the Chief of Police for his review.

.15 SELECTION PROCESS:
1.
Selection will include a review of the candidate’s request and the recommendation(s) of the
candidate’s supervisor(s), and may also include a review of the candidate’s personnel file, other
records such as Internal Investigations, an interview with the candidate, and any other
appropriate procedures. Officers selected for an interview will be notified of the date, time, and
location of the interview. The selecting authority is not required to interview all applicants; the
selecting authority may screen applications and select the most qualified applicants to be
interviewed.
2.

Selection will be based on the skills, knowledge, and abilities required for the specialization,
including formal education, experience, specialized skills, length of experience required, and any
other pertinent considerations. Once the selection process is completed, the Chief of Police or
his designee will direct the Commander of the affected Division/Unit to issue a Personnel Order
for the Chief’s signature, indicating the name(s) of the person(s) selected to fill the position(s),
and the effective date of the assignment.

.20 EXCEPTIONS:
1.
Nothing in this Order precludes the Chief of Police or his designee from making assignments in
order to meet the needs of the agency and fulfill the Mission of the Department
2.

Page 2 of 2

Transfers to positions on Patrol Squads may be made at any time at the discretion of the Chief of
Police or his/her designee. Transfers among Patrol Squads will be made in accordance with any
applicable provisions of the current Collective Bargaining Agreement.
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