Genaeral Order

Houston Police Department

g

ISSUE DATE: NO.
July 22, 2014 300-02

REFERENCE: Supersedes all prior conflicting
Circulars and Directives, and Generai Order

300-02, dated May 10, 2012

SUBJECT: TRANSFER OF CLASSIFIED EMPLOYEES

POLICY

Transfers of classified employees within the
department shall be conducted according to
the policies and procedures oullined in this
General Order and the standard operating
procedures for the department's Employee
Services Division.

The department shall transfer classified
employees to provide the best possible po-
lice services to the citizens of the city of
Houston and to provide officers with oppor-
tunities for career development and pro-
fessional experience enhancement.

The Chief of Police may approve any ex-
ception to this transfer policy. This General
Order applies to classified employees only.

DEFINITIONS

Bona Fide Occupational Qualification. A
qualification reasonably necessary for the
normal performance of duties for a particu-
lar job assignment. For department purpos-
es, a bona fide occupational qualification
does not include race, national origin, reli-
gion, age, or sex.

Established List. A list of officers who are
eligible applicants classified and grouped as
Most Ready or Ready for a specific Method
B transfer. A division creates an esfablished
list from among and after screening or as-
sessing the applicants on the transfer appli-
cation list provided by Employee Services
Division. An established list is valid for a set
period of time.

Intra-Divisional Reassignment. A move
from one unit or squad to another unit or
squad within the same division.

involuntary Transfer. A transfer in which
an officer is moved from any assignment
within the department at any time upon writ-
ten approval by the Chief of Police or the
executive assistant chief or assistant chief
over the division from which the officer is
transferring. No minimum assignment peri-
od shall apply unless it is authorized by the
executive assistant chief over the division to
which the officer is transferred.

Minimum Assignment Perlod, The mini-
mum period of time an officer must remain
in an assignment. The minimum assignment
period for a Method A transfer is one year.
A two-year minimum assignment period is
required for Method B transfers. Other
transfers may require a minimum assign-
ment period. Exceptions to a minimum as-
signment period may be approved by the
Chief of Paolice.

Officer. For the purposes of this General
Order (excluding section 17), a classified
employee holding the rank of police officer,
senior police officer, or sergeant.

Reckoning Period. The period of time that
previous, same or similar, or combinations
of misconduct may be considered for pur-
poses of recommending proper discipline.
The reckoning period begins on the day the
department served the employee with disci-
pline for the previous misconduct,

Rotation Transfer. A transfer of an officer
to a rotation assignment, which is a manda-
tory assignment for a specified period of
time (usually one year). The Chief of Police
specifies which divisions are considered ro-
tation assignments for both officer and ser-
geant ranks. Rotation assignments may be
considered voluntary or involuntary trans-
fers.
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Transfer. A reassignment of an employee
from one division or command to another
division or command.

Transfer Application List. A list of appli-
cants who have applied for transfer to a
specific divislon or command. Employee
Services Division creates this list and for-
wards it to the concerned division or com-
mand for consideration.

Voluntary Transfer. A transfer for which an
officer has voluntarily applied and been ac-
cepled. Voluntary transfers are either Meth-
od A or Method B and have a minimum
assignment period as defined above.

EMPLOYEE SERVICES DIVISION

The Police Department's Employee Ser-
vices Division (ESD) shall handle all classi-
fied job postings for openings within the
department. ESD shall also maintain the
classified job posting form on the depart-
ment's Intranet Portal.

All classified job postings shall be issued by
the division commander of ESD after review
and approval by the requesting division's
chain of command.

Divisions shall send their requests with the
completed classified job posting form to the
division commander of ESD via the request-
ing division's chain of command through the
executive assistant chief level.

ESD shall maintain the department's master
file containing all transfer applications and
shall act as the control agency for the Chief
of Police in overseeing transfers and trans-
fer applications throughout the department,

VACANCY ANNOUNCEMENTS

Officer vacancies for which there are no eli-
gible applicants may be announced in a de-
partment classified job posting. Classified

job postings shall contain information and
requirements specific to the assignment or
iob to be performed. Classified job postings
shall not require an applicant to attach a
photograph to the application. However, a
photograph may be requested or taken at
the time of an interview,

All issued classified job postings shall be
posted by each division immediately upon
receipt and made available to all officers.
Classified job postings shall also be acces-
sible via the department’s Intranet Portal.

Once a classified job posting has been is-
sued, selection criteria shall not be changed
without a second postling to allow all pro-
spective applicants to respond to the new
information.

Classified Job Posting Requirements

Classified job postings for Method A trans-
fers (see section 12, Voluntary Transfers)
shall inform all officers there are no names
on a division's Method A application list.

Classified job postings for Method B trans-
fers (see section 12) shall include, but shall
not be limited to, the following information:
a. Rank in which the vacancy occurs.

b. Division and unit in which the vacancy
occurs.

¢. Description of the duties to be per-
formed and the working title of the posi-
tion, if any.

d. Duty hours and days off.

e. Notlice that shifts may be adjusted
based on operational requirements.

f. Minimum skills, experience, or educa-
tion required (must be applicable to the
position).

g. Method of selection.
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h. Length of time the applicanis to the
classified job posting shall be consid-
ered for future vacancies.

i. The period of time during which applica-
tions shall be accepted (minimum: sev-
en calendar days from the date of the
posting).

j. Notice that recommendations from cur-
rent and past supervisors shall be
sought.

k. Notice that past performance evalua-
tions shall be considered.

. Noflice that an internal affairs complaint
history shall be reviewed and considered.

m. The name and telephone number of a
supervisor whom applicants may con-
tact to obtain additional information
about the vacant position.

Classified job postings for Method B frans-
fers may also include information about ad-
ditional skills, experience, or education that
would benefit an applicant for consideration
for transfer.

TRANSFER DISQUALIFICATION

If a transfer applicant has a sustained com-
plaint for violation of federal or state law or
local ordinance, or has any other serious
sustained complaint, the applicant shall be
disqualified from transferring to any position
in Investigative Operations, Professicnal
Standards Command, Criminal Intelligence
Division, Recruiting Division, or Alternative
Dispute Resolution Unit until the depait-
meni's prescribed reckoning period and any
other eligibility period has been satisfied.

Officers with a sustained untruthfulness
complaint (Class | or ll) are not eligible to
apply for or transfer to any position in Inves-
tigative Operations, Professional Standards
Command, Criminal Intelligence Division,
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Recruiting Division, or Allernative Dispute
Resolution Unit for a period of seven years
from the date of discipline for Category D or
E viclations and for five years from the date
of discipline for Category A, B, or C viola-
tions,

Any sustained complaint against an officer
may exclude the employee from remaining in
or transferring to certain assignmenis as de-
termined by the concerned assistant chief,

TRANSFER APPLICATIONS

To apply for a transfer, officers shall com-
plete an Application for Transfer (GF-0032)
form in person at ESD. When completing
the form, officers should be aware that by
requesting a specific unit or shift assign-
ment, they limit their opportunities for trans-
fer. For example, officers applying to
Mounted Patrol shall be considered only for
a vacancy in Mounted Patrol, not for any
other vacant positions in Special Operations
Division, and officers who specify day shift
on their applications shall not be considered
for any other shift.

All of the following requirements apply to
transfer applications:

a. No officer shall have more than three
active applications on file at any time.

b. An officer may apply for a transfer be-
fore completing a minimum assignment
period. However, the officer shall not be
eligible to transfer until completing the
minimum assignment period.

¢. Applications shall be accepted for a
Method A (non-interview process) trans-
fer to a patrol division whether or not
there is a current open paosition, This in-
cludes patrol functions within the Spe-
cial Operations Division.

d. Applications for transfers to investiga-
tive divisions or for Method B (interview
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process) transfers including the Method
B investigative selection process shall
be accepted only in response to a cur-
rent and active classified job posting
announcing a vacancy or an anticipated
vacancy.

. All divisions shall maintain applications
of those who meet the minimum eligibil-
ity requirements for at least six months
from the date received. All applications
shall remain archived indefinitely in
ESD.

f. Officers who no longer want a previous-
ly submitted transfer application to re-
main on the active fransfer application
list shall withdraw their application
through correspondence to the division
commander of ESD or by personally
appearing at ESD and withdrawing the
transfer application.

g. Applicants declining a transfer offer be-
cause of a temporary situation and wish-
ing to retain their application and
position on the transfer application list or
established list may write a request and
explanation regarding the situation to
the division commander of ESD. The
explanation must be received by ESD
within seven calendar days after the
transfer decline. The division command-
er of ESD in consultation with the con-
cerned division commander shall review
the explanation and notify the request-
ing applicant in writing of the decision.

If the applicant declines a transfer offer
from the same fransfer application list or
established list for a second time, the
applicant shall be removed from that list
unless an exception is approved by the
Chief of Police.

h. Each division is responsible for keeping
their transfer application list current and
maintaining it by removing personnel as
outlined above and by removing appli-
cants that are considered ineligible or

Not Ready in response to a Method B
Job Posting.

i. When an applicant accepts a voluntary
transfer or promation, ESD shall cancel
all active transfer applications for that of-
ficer.

5 PERSONNEL CHANGES FORM

A Personnel Changes form shall be com-
pleted for all transfers.

The receiving division commander shall ini-
tiate the form so assignment information
such as shift and days off may be assigned.
The form shall bear the signature of the af-
fected officer and the date signed. The ef-
fective date of the transfer shall be left
blank. The receiving division commander
shall then forward the Personnel Changes
form to the transferring officer’s division
commander for signature and for the signa-
tures of the assistant chiefs over the send-
ing and receiving divisions.

The completed form shall then be sent to
ESD, which shall verify all policy and proce-
dural requirements have been met. Forms
not bearing the required signatures or other
information shall be returned to the receiv-
ing division. When the transfer is approved
by the executive assistant chiefs or their
designee at the Personnel Allocation Com-
miftee meeting, ESD shall enter the date of
transfer on the Personnel Changes form
and notify the ftransferring officer and the
sending and receiving divisions.

PERSONNEL ALLOCATION COMMITTEE

The Personnel Allocation Committee con-
sists of the department's four executive as-
sistant chiefs. This committee is authorized
by the Chief of Police to review and approve
the orderly transfer of classified employees
within the depariment. The committee ac-
complishes this task by considering the
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authorized, actual, and proportionate
strength of both the transferring and re-
ceiving divisions as it relates to accom-
plishing department or division objectives.

Except as directed by the Chief of Police, or
as described in another section of this Gen-
aral Order, no transfer of a classified em-
ployee is effective until approved by the
Personnel Allocation Commitiee.

PROBATIONARY POLICE _OFFICERS
AND NEWLY PROMOTED_POLICE
OFFICERS AND SERGEANTS

Unless otherwise approved by the Chief of
Palice, probationary police officers and newly
promoted police officers and sergeants shall
be assigned to a vacancy in a uniformed di-
vision for which no applications have been
received or as determined by ESD,

These officers and sergeants shall remain
for at least one year in their first regular as-
signed division. This does not apply to em-
ployees ftransferred out on a rolation
assignment.

Unless otherwise approved by the Chief of
Police, newly promoted sergeants shall
serve at least one year in a uniformed divi-
sion and may also serve at least one year in
a rotation assignment (see section 14, Ro-
tation Transfers). Both assignments shall be
determined by ESD. The assignments must
be completed before the end of the third
year as a sergeant,

Newly promoted sergeants shall not be as-
signed to the division from which they pro-
moted for one year without a wrilten request
from their chain of command and approval
by the Chief of Police.

LIEUTENANTS

The rank of lieutenant is mid management,
and transfers shall be made at the discre-
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tion of the Personnel Allocation Committee,
based on the commitiee's assessment of
the overall needs of the department. Unless
waived by the Chief of Police, lieutenant
vacancies shall be announced via job post-
ing so interested persons can make thelr in-
terest known to the appropriate division
commander as oullined in the job posting.

When a division commander has a lieuten-
ant vacancy, that division commander shall
interview all lieulenants who have appropri-
ately responded to the job posting.

Unless otherwise approved by the Chief of
Police, newly promoted lieutenants shall
serve at least one year in a uniformed divi-
sion as determined by ESD. The uniformed
assignment must be completed before the
end of the third year as a lieutenant.

COMMANDERS

The rank of captain or above is upper man-
agement and transfers are made at the dis-
cretion of the Chief of Police based on the
Chief's assessment of the overall needs of
the depariment,

INTRA-DIVISIONAL REASSIGNMENTS

Reassignment of personnel within a division
may be made as limited below at the discre-
tion of the division commander in order to
improve the division's efficiency or produc-
tivity, or for the benefit of the officer. Intra-
divisional reassignment is not considered
an involuntary transfer.

Division commanders may fill a vacancy
with an eligible officer from within the divi-
sion giving preference to seniority whenever
possible.

Intra-divisional reassignments are allowed
from an investigalive position to another in-
vestigative position and from an investiga-
tive position to an administrative position.
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However, intra-divisional reassignments for
police officers or senior police officers are
not allowed from an adminisirative position
to an investigative position unless one or
more of the following situations applies.

The officer;

a. Has held a regular assignment in the di-
vision continuously since January 7,
2002,

b. Entered the division via the investigative
selection process prior to the adminis-
trative assignment.

c. Is selected from the established list for
the position after competing with other
applicants in the appropriate investiga-
tive selection process (see section 17,
Investigative Selection Process).

If a division commander anticipates filling a
position from within the division, a notice of
vacancy shall be prominently posted in an
area accessible to all officers in the division
for a minimum of seven calendar days. This
method of filling a vacancy is an intra-
divisional reassignment and not a transfer.

If no officer is selected from within the divi-
sion, an applicant from outside the division
may be used to fill the vacancy. The appro-
priate job posting and transfer process shall
be utilized.

TEMPORARY ASSIGNMENTS

Most temporary assignments are those last-
ing 30 calendar days or less. Only the Chief
of Police or an executive assistant chief
may approve a temporary assignment last-
ing 31 through 90 calendar days. Exten-
sions beyond 90 calendar days may be
approved only by the Chief of Police.

A Personnel Changes form shall be com-
pleted for temporary assignments. The
signed form must note that the assignment
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is temporary and be submitted to ESD. Ap-
propriate personnel in the {emporary as-
signment division shall immediately update
the officer’s schedule as needed in the City's
Kronos® Time and Attendance System.

While on temporary assignment, an officer's
regular assignment determines the appro-
priate assignment pays, including patrol in-
centive pay and shift and weekend pay.

When an employee is on temporary as-
signment, all personal leave time and other
absences shall be entered into Kronos by
appropriate personnel from the division to
which the officer is temporarily assigned.
See General Order 300-07, Overtime
Compensation, for guidelines regarding
the entry of overtime while on temporary
assignment. See General Order 300-10,
Transitional Duty Assignment, for guide-
lines regarding officers on transitionai duty.

When employees return to their regular as-
signed division, another Personnel Chang-
es form shall be submitted to ESD.
Appropriate personnel in the regular as-
signed division shall immediately update the
officer's schedule as needed in Kronos. The
officer shall be allowed to return to the of-
ficer's regular days off and shift held prior to
the temporary assignment.

VOLUNTARY TRANSFERS

This section outlines the two common types
of voluntary transfers and lists requirements
for proactive investigative assignments.

Method A Transfer

A Method A transfer occurs when a division
fills a vacancy from a list of officers who
have applied for transfer to the division by
submitting their names on a first-come, first-
served basis. Applications received in ESD
on the same day are ordered by seniority.
ESD shall make a transfer application list of
officers who have applied for transfer to a
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particutar division and forward a copy of the
list 1o the concerned division. An updated
transfer application list shall be sent to the
concerned division when new applications
are received by ESD. Applications shall re-
main active indefinitely in ESD or untit with-
drawn as noted in section 4, Transfer
Applications, of this General Order.

Applicants shall be considered in the order
their names appear on the fransfer applica-
tion list. The division commander having a
vacancy shall fill the vacancy with the first
eligible officer appearing on the Method A
transfer application fist.

In the event there are no applicants for an
opening in a particular division, a classified
job posting may be issued to notify all em-
ployees of the vacancy. After the posting
period closes, ESD shall prepare a transfer
application fist that identifies those officers
who have applied for transfer to the vacant
assignment. Applicants on this list shall be
ranked by seniority rather than on a first-
come, first-served basis.

Conflicts arising from the order employees
are placed on a transfer application list shall
be seltled according to General Order
300-03, Senlority. Questions about place-
ment on the fransfer application list may be
addressed in correspondence to the divi-
sion commander of ESD. ESD's division
commander shall review the list in question
and make changes or corrections if justified.

The minimum assignment period for a
Method A transfer is one year.

Method B Transfer

A Method B transfer occurs when a division
fills a vacancy requiring specific criteria
normally announced in a Method B classi-
fied job posting.

To fill a vacancy through a Method B trans-
fer, division commanders shall submit their
request, justification for using this method,

and a completed classified job posting form
to the division commander of ESD via the
requesting division’s chain of command
through the executive assistant chief level.
After review and approval by the requesting
division's chain of command, ESD shall is-
sue a classified job posting notifying all em-
ployees of the vacant position.

ESD shall make a transfer application list of
officers who have applied for a transfer to
the vacant assignment and forward a copy
of the list to the concerned division.

The division commander with the vacancy
shall conduct a screening process that may
include a review of any of the following for
each applicant: résumé, interviews, oral
board reviews, writing samples, tests on re-
lated issues, and physical and psychologi-
cal tests. The division commander may
designate personnel already assigned to
the division to staff the review board or
screening panel. Division commanders shall
make certain that members of the review
board or screening panel are selected to
ensure diversity and objectivity.

Based on the screening process, the con-
cerned division shall produce a list that
classifies and groups eligible applicants as
Most Ready or Ready (established list) and
submit the list to the division commander of
ESD to establish the official beginning and
ending dates. The division shall also include
with the correspondence to ESD a separate
list of ineligible and Not Ready applicants.

Applicants on an established list remain in
consideration for positions in the concerned
division until the pool of eligible applicants
on the list is exhausted but for no longer
than the length of time specified on the re-
lated classified job posting up to one calen-
dar year from the date the list is established
by ESD. Each division is responsible for
maintaining the accuracy of current eligible
applicant names on its esfablished lists
and monitoring time restraints. Once an es-
tablished list from a Method B job posting
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expires, the division is responsible for re-
moving the remaining names on the list that
did not transfer during that time frame.

Division commanders shall ensure all appli-
canis interviewed but notl in consideration
for transfer are notified in writing. Within the
written communication there shall be a brief
description of why the applicant shall not be
considered for transfer. The written com-
munication shall be sent within ten calendar
days following the beginning date on the
concerned established list.

An unsuccessful applicant for a Method B
vacancy may meet with the concerned divi-
sion commander, assistant chief, or execu-
tive assistant chief. The meeting would be
to review the applicant's performance dur-
ing the interview process and to review
documentation used to assess the appii-
canl's performance,

Executive assistant chiefs and assistant
chiefs shall conduct random audits of the
selection process to ensure compliance
with department policy. Additionally, execu-
tive assistant chiefs and assistant chiefs
shall review the selection panel and inter-
view material before a selection process
begins.

A transfer shall not be approved if the effec-
tive date of the transfer would occur prior to
the beginning date or after the ending date
on the concerned established list.

The minimum assignment peried for a
Method B transfer is two years.

For additional information regarding Method
B transfers requiring the investigative selec-
tion process, see section 17, Investigative
Selection Process, of this General Order.

Criterla_for Continued Assignment in
Method B Assignments

Officers assigned to divisions or units
through a Method B transfer shall meet cer-

tain performance criteria on a continuous
basis. Prior to selection, officers shall be
apprised of the criteria for continued as-
signment to the division or unit. Perfor-
mance shall be continuously assessed.

General criteria used in evalualing an of-
ficer's suitability to remain in a Method B
transfer assignment shall include, but not
be limited to, the following:

a. Achievement of required productivity
standards.

b. Quality of the officer's work.

¢. Officer's overall suitability for the as-
signment,

d. Job performance review.
e. Well-being of the officer.
f. Best interest of the department.

If the division commander determines that
an officer is not meeting the established cri-
teria for the assignment, the officer may be
offered an intra-divisional reassignment or
the matier shalt be brought to the attention
of the appropriate assistant chief. If the as-
sistant chief concurs the officer is no longer
suited for the division, the officer shall be
transferred by any approved transfer meth-
od. Placement may be at the discretion of
the concerned assistant chiefs.

Method B Retention Policy for Proactive
Investigators

The above listed retention criteria for Meth-
od B assignments along with the additional
policies outlined in this subsection shall be
utilized to evaluate employees for continued
assignment in Method B proactive investi-
gative positions as well as to facilitate the
reassignment of employees as necessary.
This policy should not be interpreted as a
mandatory rotation policy based on an arbi-
trary number of years in an assignment, but
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as a more effective way for the Chief of Po-
lice to balance the needs of the depariment
while keeping in mind the welfare of em-
ployees faced with sensitive, high siress
proactive investigative assignments.

The following divisions that utilize proactive
investigators are subject to this retention

policy:

Auto Theft

Criminal Intelligence
Gang

Major Offenders
Narcotics

Vice

&® & “ @ & a

For divisions that maintain both reactive
and proactive investigators, this policy shall
apply to only officers who conduct proactive
investigations including, but not limited to,
undercover operations. For the purpose of
this policy, if an officer conducts both reac-
tive and proactive investigations, the officer
shall be considered a proactive investigator
and subject to the guidelines of this policy.

Division commanders shall make the de-
termination as to which employees under
their command are considered to be proac-
tive investigators and therefore subject to
the guidelines of this policy.

Administrative personnel in the above listed
divisions are outside the scope of this policy.

Supervisors should conduct regular super-
visory meelings and/or debriefings with
proactive investigators in order to monitor
and discuss issues as they arise. At the
conclusion of every prolonged proactive in-
vestigative assignment, supervisors shall
conduct a debriefing session with the in-
volved proactive investigators.

After three years in a proactive investigative
assignment, an officer's supervisor:

a. Shall be required to review the employ-
ee's disciplinary history. All complaints

shall be reviewed in considering wheth-
er a pattern of behavior potentially exists
that could be detrimental to the officer or
to the department.

b. Shall review the employee's personnel
file for other items, such as the nature
and number of extra employment posi-
tions and compliance with other depart-
ment policies.

After five years in a proactive investigative
assignment and every two years thereafter,
proaciive investigators shall schedule and
attend a psychological counseling session
administered by HPD's Psychological Ser-
vices Division. The counseling session shall
be confidential and Psychological Services
Division shall not be required to submit a
report to the department unless otherwise
required by law. Supervisors are responsible
for ensuring that officers working proactive
assignments are scheduled for counseling
as required by this General Order.

The requirement for periodic psychological
counseling neither supersedes the require-
ments and guidelines regarding the Admin-
istrative Personnel Committee outlined in
General Order 300-05, Workers' Compen-
sation nor prevents a supervisor from seek-
ing assistance for an employee from
Psychological Services Division as needed.

Transferring to a Proactive Investiqative
Assignment

Each applicant, including those already as-
signed to the concerned division, must do
all of the following when applying for a pro-
active investigative assignment:

a. Submit a new resume.

b. Participate in an interview in front of a
panel of supervisors and investigators with
relevant experience in the open paosition.

¢. Take a written test applicable to the job
description.
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d. Take a preliminary psychological exam-
ination for a baseline score.

e. Submit to an assignment drug test,

Officers accepling a proactive investigative
assignment shall be required to complete a
six-month, structured training and evalua-
tion period. Each division shall be respon-
sible for developing training and submitting
the curriculum to the Training Division for
approval. The training shall be incorpo-
rated into the division's standard operating
procedures once it is approved by the
Training Division. This training shall be
documented thoroughly by both the men-
toring officer and the supervisor of the new
employee. Things that should be docu-
mented include training hours, the tasks
completed, and any observed strengths or
weaknesses.

The supervisor shall hold monthly meetings
with the new employee to discuss the train-
ing period. At the end of the evaluation pe-
riod, the supervisor shall provide a
recommendation to either retain the new
employee or return the employee to the
previous assignment or any available simi-
lar assignment.

See below section 13, Involuntary Trans-
fers, for information regarding involuntarily
transferring an employee from a proactive
investigative assignment.

INVOLUNTARY TRANSFERS

Upon written approval by the Chief of Po-
lice or the executive assistant chief or as-
sistant chief over an officer's current
division, an officer may be transferred from
any assignment within the department at
any time.

Involuntary transfers require a copy of the
correspondence to be attached to the FPer-
sonnel Changes form. Placement may be at
the discretion of the Chief of Police.

All officers scheduled to be transferred in-
voluntarily shall be given written notice of
the transfer ten calendar days prior {o the
effective date of the transfer when practical,
The ten days shall commence on the date
the officer signs the Personnel Changes
form. The officer being transferred may
waive the ten-day requirement. If an officer
is involuntarily transferred, no minimum as-
signment period shall apply unless noted
glsewhere in this General Order or author-
ized by the executive assistant chief over
the division to which the officer is trans-
ferred,

Involuntarily Transferring _an Employes
From a Proactive Invesligative Assignment

An officer who is involuntarily transferred
from a proactive investigative assignment
shall not be eligible to transfer to another
proactive investigative assignment for a pe-
riod of two years. An officer involuntarily
transferred from a proactive investigative
assignment shall be assigned fo a uni-
formed division unless otherwise approved
by the assistant chief of the receiving com-
mand.

14 ROTATION TRANSFERS

Unless otherwise approved by the Chief of
Police, the least senior employee in each
of the police officer and sergeant ranks
who has not worked a rotation assignment
shall be subject as noted below to a rota-
tion transfer to fill a vacant rotation as-
signment.

The police officer with the least seniority
who has completed the depariment's Field
Training Program and the twelve-month
probationary period shall be identified to fill
a vacant rofation assignment. Excessive
absences during a rotation assignment may
extend the assignment for a police officer.

The least senior sergeant who has complet-
ed the Patrol Sergeant Training Program
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shall be identified to fill a vacant rotation as-
signment,

Employee Services Division shall:
a. Administer the rotation transfer process.

b. Maintain a list of divisions considered as
rotation assignments,

c. ldentify the least senior employee in
each of the police officer and sergeant
ranks who has not worked a rotation as-
signment.

d. Maintain a database of all police officers
and sergeants to identify those who
have completed their rotation assign-
ment.

e. Provide a list of vacancies to those of-
ficers and sergeants who have complet-
ed their rotation assignment and are
interested in transferring.

Post Rotation Assignment Options

After the minimum assignment period in a
rotation assignment, police officers and
sergeants shall be eligible to transfer utiliz-
ing any of the transfer options outlined in
this General Order or listed below:

a. Accept a position offered by ESD. The
assignment shall not have a minimum
assignment period.

b. Seek an assignment without assistance
from ESD. The assignment shall be
considered voluntary and restrictions of
the minimum assignment period shall

apply.

With approval of the concerned division
commander, police officers and sergeants
also have the option of remaining in a ro-
tation assignment after the minimum peri-
od required. In this case, the rotation
assignment shall become a regular as-
signment.

15 INTERNAL AFFAIRSICENTRAL INTAKE

OFFICE AND INSPECTIONS DIVISION

Only the assistant chief of Professional
Standards Command may authorize as-
signments to Internal Affairs/Central Intake
Office (IAD) or Inspections Division. Deci-
sions may be based on recommendations
from the division commander of IAD or in-
spections Division,

Police Officers and Sergeants

The minimum assignment period for a po-
lice officer or sergeant in [AD or Inspections
Division is two years. After completing the
two-year minimum assignment in 1AD or In-
spections Division, police officers or ser-
geants wanting to transfer shall have the
same options as outlined under subsection
"Post Rotation Assignment Options” in sec-
tion 14 of this General Order.

IAD sergeants may serve an additional
three years, but shall not serve more than
five consecutive years in that assignment
except as notad below or unless approved
by the Chief of Police. Sergeants who have
served in |AD for five or more consecutive
years and who have not been able to trans-
fer out shall be involuntarily transferred ex-
cept as noted below. Upon approval by the
Chief of Police, the involuntary transfer shail
be based upon the needs of the depart-
ment.

Police officers may serve more than five
years in IAD with the authorization of their
division commander.

Lisutenanis

The minimum assignment period for a lieu-
tenant in IAD or Inspections Division is two
years. Assignment extensions beyond that
time in I1AD shall be based on the needs of
the department, but shall not exceed an
additional three years except as noted be-
low or unless approved by the Chief of Po-
lice.
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Lieutenants are not guaranteed to return to
their previous assignments when transfer-
ring from 1AD or Inspections Division.

Administrative Positions

A lisutenant, sergeant, or police officer who
occupies an administrative position in IAD is
exempt from the five-year assignment limi-
tation,

Exceptions

Unless otherwise approved by the Chief of
Police, police officers, sergeants, or lieu-
tenants who have completed a minimum
assignment period in IAD in their current
rank shall not have o serve in inspections
Division and vice versa.

Additionally, police officers, sergeants, or
lieutenants who have completed a minimum
assignment period in either 1AD or Inspec-
tions Division in their current rank shall not
be involuntarily assigned to a rotation as-
signment unless approved by the Chief of
Police.

SPECIAL TRANSFERS

The following special transfer situations are
exceptions to the voluntary transfer re-
quirements:

a. One-for-one transfers of eligible officers
between two patrol divisions, The ex-
change may be made even though there
are no vacancies in either division. Both
affected division commanders and the
division commander of ESD must verify
that both officers are eligible to transfer,
Officers must complete the minimum
assignment period in their current divi-
sion before a one-for-one transfer shall
be approved. One-for-one transfers are
between two patrol divisions only. The
division commander of the receiving di-
vision shall determine the days off and
shift of the transferring officer. One-for-

one transfers shall have a one-year min-
imum assignment period.

b. Before completing the minimum as-
signment period in a non-rotation as-
signment, officers who are assigned to
non-patrol divisions may transfer to any
patrol division that has an available po-
sition. This type of transfer to a patrol
division shall have a one-year minimum
assignment period.

¢. Transfers to the Office of the Chief of
Police, the office of an executive assis-
tant chief or assistant chief, or a special
assignment authorized by the Chief of
Police. These assignmenis are at the
discration of the Chief of Polica,

d. Transfers from the Office of the Chief of
Palice, the office of an executive assis-
tant chief or assistant chief, or a special
assignment authorized by the Chief of
Police. Upon request, officers may re-
turn to their previous regular assigned
division when a vacancy occurs and
with approval by the division command-
er of the requested division. Otherwise,
officers may be reassigned through a
Method A or Method B transfer or may
be assigned to any position authorized
by the Chief of Police.

17 INVESTIGATIVE SELECTION PROCESS

This section outlines the selection process for
police officers and senior police officers ap-
plying for investigative positions in the de-
partment. The selection process for sergeants
applying for investigative positions is gov-
erned by other sections of this General Order.

Terminoloqgy

The following definitions apply to this sec-
tion only.

Investigative Division. One of the depart-
ment's divisions responsible for investigative
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efforts and subject to the investigative se-
lection process for transfers to an investiga-
tive position. This includes divisions under
investigative Operations, as well as Crimi-
nal intelligence Division and other divisions
as determined by the Chief of Police.

Investigative Officer. A police officer or a
senior police officer directly responsible for
conducting investigative tasks or managing
investigations. Officers working in an admin-
istrative capacity are not defined as investi-
gative officers.

Investigative Position. A position in an in-
vestigative division in which the functions of
an investigative officer are normally per-
formed.

Introduction

The investigative selection process (ISP)
outlined in this section applies to only va-
cancies in investigative positions. Vacan-
cies in administrative positions in
investigative divisions shall be filled accord-
ing to procedures outlined in other sections
of this General Order. Intra-divisional reas-
signments o investigative positions shall be
handled according to the policies outlined in
section 10 of this General Order.

Investigative officers desiring to transfer to
an investigative position in another division
must submit to the investigative selection
process for that division, regardless of the
prior method of selection for their current
pasition,

Transfers effected through the ISP are con-
sidered Method B transfers. in addition to
the Method B transfer requirements outlined
in other sections of this General Order, the
ISP shall be conducted as outlined in this
section.

Application and Eligibility

Application. Applicants for an investigative
position must complete an Application for

Transfer (GF-0032) in person at ESD during
the application period designated on the in-
vestigative division's classified job posting.
Failure to follow directions or provide accu-
rate information shall be grounds for dis-
qualification from the process.

Attendance, Applicants may be disqualified
if they have exceeded 64 hours of un-
scheduled leave within the 12-month period
prior to application, selection, or transfer to
an investigative position. Absences due to
hospitalization, or military, maternity, 10D,
ADA, or FMLA leave, or other absences
approved by the Chief of Police shall not be
considered unscheduled in the application
process.

Applicants who have any incident of an un-
authorized absence {(e.g., Absent Without
Permission) within 24 months prior to their
application, selection, or transfer to an in-
vestigative position shall be disqualified.

Minimum Tenure. Unless otherwise ap-
proved by the Chief of Police, applicants
shall have a minimum of three years of
sworn service with HPD including a mini-
mum of two years in a uniformed division.
Tenure shall be calculated from the sworn
date to the date of the concerned classified
job posting.

Job Performance. Applicants shall have an
overall "Strong” or higher rating on each of
their two most recent Report of Employse
Efficiency Ratings.

Investigative Training. Applicants shall
complete the Police Depariment's 40-hour
Basic Investigators School prior to or within
one calendar year of transferring to an in-
vestigative position. Only the executlive as-
sistant chief over the concerned division
may approve exceptions to this requirement.

Internal Affairs Complaints. Officers with
a sustained complaint (Class | or Il) with a
discipline Category C, D, or E that is still with-
in the department's prescribed reckoning
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period are not eligible to apply for or trans-
fer to an investigative position.

Applicants with a sustained complaint
(Class | or ll) other than untruthfulness with
a discipline Category A or B that is still with-
in the department's prescribed reckoning
period shall be reviewed to determine eligi-
bility to continue with the selection process.
The executive assistant chief over the con-
cerned division shall be the final authority
regarding the eligibility of these officers to
participate in the 1SP. However, officers
shall not be eligible to transfer to an investi-
gative position until the department's pre-
scribed reckoning period and any other
eligibility pericd has been satisfied.

Officers with a sustained untruthfulness
complaint (Class | or 11} are not eligible to
apply for or transfer to any investigatlive po-
sition for a period of seven years from the
date of discipline for Category D or E viola-
tions and for five years from the date of dis-
cipline for Category A, B, or C viclations.

Applicants with a pending internal affairs in-
vestigation are not eligible to transfer to an
investigative position but are allowed to
continue with the ISP on a conditional basis
provided that no other disqualifying factors
exist,

if a pending internal affairs complaint is sus-
tained, officers shall not be eligible to trans-
fer to an investigative paosition until the
department's prescribed reckoning period
and any other eligibility period has been
satisfied.

Additionally, any sustained cite or series of
sustained cites (e.g. criminal activity, court
altendance, inattention to duty, conduct and
behavior) may be a deciding factor regard-
ing an officer's suitability for an investigative
position and may warrant disqualification
from the ISP, The executive assistant chief
over the concerned division shall be the fi-
nal authority regarding the eligibility of these
officers.

Assessment

Following the application pericd designated
on an investigative division’s classified job
posting, the division shall conduct an as-
sessment of all potentially eligible appli-
cants. The assessment process shall be
designed to evaluate the applicants' suita-
bility for an investigative position in the divi-
sion. The assessment process may include,
but is not limited to, interviews and analyses
of prior work products, applicant productivi-
ty, supervisor ratings, or specialized train-
ing. Additionally, the investigative division
may develop written and/or oral exercises
designed to test applicants' interpersonal
skills, deductive reasoning, or oral or wrilten
communications.

The investigative division shall then assign
each applicant a total score. Each investi-
gative division shall maintain a record of
these scores according to their division's
records retention schedule. Applicants who
achieve al least 85 percent of the available
points shall be classified and grouped as
Most Ready. Applicants who achieve at
least 70 percent but less than 85 percent of
the total available points shall be classified
and grouped as Ready. Applicants who fail
to score at least 70 percent are ineligible for
the concerned ISP fransfer and shall be
classified as Not Ready. Eligible applicants
shall be identified on an established list in
either the Most Ready group or the Ready
group,

Applicants on an established list remain in
consideration for positions in the concerned
division until the pool of eligible applicants
on the list is exhausted but for no longer
than one calendar year from the date the
list is established by ESD.

Selection

Under the ISP, division commanders shall
select from among the Most Ready group of
applicants on an astablished list and pro-
ceed to the Ready group once all of the Most
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Ready applicants have been transferred,
have iwice declined the transfer offer, or
have been otherwise removed from that es-
{ablished list.

A division commander may select an appli-
cant from the Ready group before the list is
exhausted for the Most Ready group only if
the applicant in the Ready group possesses
a bona fide occupational qualification not
available in any of the Most Ready appli-
canis.

A bona fide occupational qualification for an
investigative position includes, but is not
limited to, language skills, computer
knowledge, or investigative experience. For
department purposes a bona fide occupa-
tional qualification does not include race,
national origin, religion, age, or sex. Only
the executive assistant chief over the con-
cemed division may approve requests to
by-pass a Most Ready applicant.

If there is a need for a classified employee
based on race, national origin, religion, age,
sex, or other qualification, it must be ex-
pressly and explicitly articulated why that
qualification is reasonably necessary for the
normal performance of duties for the partic-
ular job assignment.

Applicants offered investigative positions in
the Homicide, Narcotics, Major Offenders,
Vice, or Special Victims divisions must
complete an evaluation with Psychological
Services Division. Applicants who fail to
meet this requirement or who are deemed
Not Ready for the assignment by Psycho-
logical Services Division shall be disqualified
from consideration for that position.

Probationary Period

Officers transferred via the investigative se-
lection process shall have a probationary
period of 180 calendar days. During the
probationary period, the officer's perfor-
mance in the new position shall be closely
monitored.

If the officer fails to meet the division's es-
tablished performance standards for the
positien during the officer’'s 180-day proba-
tionary period, the officer may be offered an
intra-divisional reassignment or the division
commander shall document the weakness-
es and petition in writing to the assistant
chief for the officer's removal from the divi-
sion. If the assistant chief concurs the of-
ficer is no longer suited for the division, the
officer shall be transferred by any approved
transfer method.

Officers removed from a division because of
job performance deficiency are not guaran-
teed any specific assignment, shift, or days
off. Placement may be at the discretion of
the Chief of Police.
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