
In order to provide the highest level of service, the Pocomoke City Police Department will seek to recruit the most qualified candidates for vacant positions within the Department.  The Pocomoke City Police Department will use whatever means the Department deems efficient and economical to accomplish recruitment goals, and whenever possible, there should be diversity in the recruitment of new personnel.  The Pocomoke City Police Department strives for an efficient, effective and fair selection process that results in the appointment of those individuals who best possess skills, knowledge and abilities necessary for an effective and respected department.

13.1 	Recruitment

	In order to provide the highest level of service, the Department will seek to recruit the most 	qualified candidates for vacant positions.

	The Department will attempt to recruit Maryland certified officers and out of state certified 	officers eligible for Maryland certification.  However, this department will also utilize every 	opportunity to use the entry level process as its primary method of sworn law enforcement 	candidates.
	
	Individuals involved in recruitment will be knowledgeable in the areas of Equal Employment 	Opportunity and Affirmative Action as it affects the management and operations of the 	Department.

	The Department will make every effort to have ethnic and gender composition in its sworn 	law enforcement ranks in approximate proportion to the make-up of the available work force 	in the community.

13.1.1	Recruitment Efforts

	A.	Techniques and Procedures

		1.	Publishing and posting Pocomoke City Employment Opportunity Bulletins, 				in various locations.
		2.	Whenever possible and appropriate, participating in “Job Fairs” and “Career 				Days”.
		3.	Distributing recruitment literature that depicts a diverse group of people 					engaged in law enforcement-related activities; e.g. website.
		4.	Placing job announcements in the newspaper(s).
		5.	Advertising itself as an Equal Opportunity Employer and on application.
		6.	Seeking assistance from and posting job announcements with community 				service organizations and key leaders.
		7.	Placing job announcements on the bulletin board at the Eastern Shore 					Criminal Justice Academy, in Salisbury.
		8.	Using approved social media-Department’s Facebook.
		9.	Advertise on the Pocomoke City Police Department Website.
            10.     Advertising on radio, television ads, etc. when funding permits.

	B.	The Department will closely monitor its recruitment efforts to ensure that all 				individuals are given equal opportunity for employment regardless of race, sex, 				creed, color, age, religion, national origin, or physical impairment.

	C.	Each Department member involved in recruitment activities will be knowledgeable 			of the American With Disabilities Act relating to employment and reasonable 				accommodation.

	D.	Command Staff personnel and selected sworn members will be involved 				in all aspects of recruitment, to include, but not limited to:

		1.	Involving Department personnel in the formulation and development of job 				announcements.
		2.	Utilizing Department personnel to distribute recruitment literature.
		3.	Encouraging potential applicants to participate in the Department’s Ride-					Along-Program.
		4.	Including Department personnel on oral interview boards when necessary.
		5.	Assigning trained Department personnel to conduct background 						investigations

	E.	The Chief of Police is vested with the authority and responsibility for administering 			the Department’s role in the recruitment program.

	F.	Personnel used as recruiters will be trained in the following:

		1.	The Department’s recruitment needs and commitments.
		2.	Career opportunities, salaries, benefits, and training.
		3.	Federal and State compliance guidelines.
		4.	The community and its needs.
		5.	Cultural awareness, or an understanding of different ethnic groups, and 					subcultures.
		6.	Techniques of informal record-keeping systems for candidates tracking.
		7.	The selection process.
		8.	Characteristics that disqualify candidates.
		9.	Physical/medical requirements.
		10.	The City’s commitment to affirmative action and equal employment 					opportunities.

	G.	The Command staff will periodically evaluate every three years, the progress toward 			objectives.

13.1.2	Job Announcements

	The Department’s job vacancy announcements will:

	A.	Provide a clear and concise description of the duties, responsibilities, requisite skills, 			educational level, and other minimum qualifications or requirements for the position 			for which the announcement was developed.

	B.	Be advertised through the Department’s Web Site.

	C.	Contain the official application filing deadline or closing date.

	D.	The Department will coordinate the posting, placement, and/or the audible recording 			of job announcements.

	E.	The Department will take steps to ensure that communications with applicants with 			disabilities are as effective as communications with others.

	F.	The Department’s job announcements will not use qualification standards that 				screen out or tend to screen out an individual with a disability or class of individuals 			with disabilities, on the basis of disability.

	G.	Job vacancies shall be publicized for a minimum of 30 days prior to any official  			application filing deadline.

13.1.3	Requirements

	1.	Sworn Applicant positions must meet the following qualifications:

		a.	Must be between 21 and 59 years of age, but assuming that they meet all 			other qualifications, they may take the exam at age 20 and be accepted. 

		b.	Must reach their 21st birthday prior to the completion of their entrance-				level training.

		c.	They must not have reached their 59th birthday at the time of employment.

		d.	Must be a U.S. citizen on the date of their appointment and while employed as a 			Sworn Officer.

		e.	Must be a high school graduate or have obtained an equivalency certificate 			(college credit hours are desirable).

		f.	Must possess a valid driver's license (except class "M").

		g.	Must meet the Pocomoke City Police Department standards of medical fitness.

		h.	Must be of excellent moral character.


13.2	Selection Process

	I.	Selection Process Described in Brief	

		A.	Sworn personnel:

			1.	Written Examination (optional)

			2.	Physical agility test				

				The written examination and physical agility applies to Non-  
                              Certified Officers only.

			3.    Oral interview	

			4.	Background check

			5.	Drug screening

			6.	Psychological fitness evaluation

			7.	Medical evaluation

			8.	Polygraph examination or Voice Stress Analysis 

			9.	Upon successful completion of the above listed requirements, an 					employment interview with the Chief of Police. The selected
                              candidate may be given a position offer. Entry Level Police officer 
                              positions and Comparative Compliance officer positions will 
                              require the selected candidate to sign and commit to an
                              employment contract.
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		B.	Civilian personnel:

			1.	Oral interview

			2.	Background check

			3.	Drug screening
                
                      4.      Minimum age of 18

			5.	Upon successful completion of the above listed requirements, an 					employment interview with the Chief of Police, the selected 
                              candidate may be given a position offer.

	II.	Selection Process Described in Detail

		A.	Written Examination (Non-Certified)

1. Applicants are given a general knowledge test. The candidate must 
pass the written test with a minimum of a 70% score.

		B.	Physical Agility (Non-Certified)

			1.	Each applicant must satisfactorily pass several physical agility tests 				which consist of push-ups, sit-ups, flexibility, and 1.5-mile run. 					These standards are used by the Eastern Shore Criminal Justice 					Academy (ESCJA). Failure to attain a satisfactory score will 					eliminate the opportunity for the applicant to process any further.

			2.	The following charts represent the physical fitness standards 					required to successfully complete the Entrance-Level Law 						Enforcement course at ESCJA. These guidelines will be used in 					evaluating applicants physical fitness level.	










	
Push-Ups
	
DYNAMIC STRENGTH
The score is the number of push-ups performed.

	
Age
	
Male
Exec - Pass
	
Female
Exec. - Pass

	
20 - 29
	
47 - 29
	
28 - 15

	
30 - 39
	
39 - 24
	
23 - 11

	
40 - 49
	
30 - 18
	
15 - 09

	
50 - 59
	
25 - 13
	







	
Sit-Ups
	
MUSCULAR ENDURANCE
The score is the number of bent-leg sit-ups performed in one minute.

	
Age
	
Male
Exec - Pass
	
Female
Exec. - Pass

	
20 - 29
	
47 - 38
	
44 - 32

	
30 - 39
	
43 - 35
	
35 - 25

	
40 - 49
	
39 - 29
	
29 - 20

	
50 - 59
	
35 - 24
	
24 - 14
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Flex
	
FLEXIBILITY
The Sit-and-Reach test measures the range of motion of the lower back and hamstrings. The test involves stretching out to touch the toes from the sitting position. The score is the inches reached on a yard stick with the15 inch mark being at the toes.

	
Age
	
Male
Exec - Pass
	
Female
Exec - Pass

	
20 - 29
	
20.5 - 16.5
	
22.5 - 19.3

	
30 - 39
	
19.5 - 15.5
	
21.5 - 18.3

	
40 - 49
	
18.5 - 14.3
	
20.5 - 17.3

	
50 - 59
	
17.5 - 13.3
	
20.3 - 16.8









	
1.5 Mile Run
	
CARDIOVASCULAR CAPACITY
1.5 Mile Run - The score is in minutes & seconds.

	
Age
	
Male
Exec - Pass
	
Female
Exec. - Pass

	
20 - 29
	
10:16 - 12:51
	
12:51 - 15:26

	
30 - 39
	
10:47 - 13:36
	
13:43 - 15:57

	
40 - 49
	
11:44 - 14:29
	
14:31 - 16:58

	
50 - 59
	
12:51 - 15:26
	
15:57 - 17:55




	




	C.		Oral Interview

1. Each applicant must have an interview with the Command Staff.  The applicant may be evaluated on personal qualities such as, but not limited to, personal appearance, voice, and ability to communicate. An applicant cannot be rejected solely on the evaluation of this interview.

D.	Background Check


2. At the time of oral interview, the applicant will sign a Release of Information Form and will be fingerprinted so that the process of the background check can begin.

3. All applicants must submit to a background investigation to verify his/her good character. The background investigation will be conducted by qualified personnel trained in collecting required information. The background investigator will be designated by the Chief of Police.

4. The name and fingerprint classification of all candidates must be searched through the criminal records of the Pocomoke City Police Department, the Maryland State Police, the Federal Bureau of Investigation, and in other cities, including appropriate state agencies in which the candidate may have resided or worked.

5. Background investigations using the personal history statement and City application will verify candidates qualifying credentials in such areas as neighborhood checks, employment, education, military experience, arrests, civil actions and gross negligence.  The City's application form requires that the applicant list three personal references, names of whom cannot be former employers or relatives which require verification.

                    
6. Any criminal history will be reviewed and subjected to the rejection criteria as set forth in section III.
7. 

8. At least three (3) personal references will be verified as part of the background investigation.

9. If the background investigation reveals or substantiates one or more of the rejection criteria listed, the Chief of Police or Captain reviews the entire package for further investigation or rejection.

10. If six (6) months or more have expired since the background investigation was completed prior to hiring, an updated background investigation must be conducted and the applicant must successfully pass it.  

11. A record of each candidate's background investigation is maintained on file for one (1) year. Those found ineligible are destroyed immediately and those hired become permanent records.

	E.	Drug Screening

12. Each applicant in the selection process must submit to drug screening. The applicant will be advised of when and where they must report to for completion of this requirement. The drug screening must reveal no present use and/or addiction to any illicit drug (cocaine, PCP, marijuana, LSD, etc.) to successfully complete this phase of the selection process.


	F.	Emotional Stability and Psychological Fitness

13. A written and oral psychological examination will be completed by the applicant prior to appointment as an employee. A psychologist, as designated by the Chief of Police, will analyze the written examination for certification of healthy psychological fitness.

	G.	Medical Evaluation

14. Each applicant being considered for employment will be scheduled an appointment with the department physician to certify fitness for duty.

15. All applicants offered conditional employment must be able to pass a medical examination as determined by the departmental physician. The medical examination will include, but is not limited to:

			a.	Eyesight (including visual acuity and color vision test), as determined by 				the examining physician for the Pocomoke City Police Department, 					natural or correctable to 20/20.


			b.	Hearing, within acceptable levels as determined by the examining 					physician for the Pocomoke City Police Department.

			c.	Recurring and limiting physical injuries, conditions, or illnesses, which 					would prevent the applicant from performing the essential functions of 					the position for which the applicant applied.


		3.	The examining physician is a licensed physician designated by the Chief of 				Police.

	H.	Polygraph Examination or Voice Stress Analysis 

16. As a part of the testing process, police applicants are advised at the time of their formal application that they will be subjected to a truth verification test which will cover areas listed in the application package which is furnished to the applicant.

17. Just prior to and at the location of the test, applicants are provided the questions and given sufficient time to review and understand what is going to be asked of them. Any questions will be answered by the examiner prior to the test.

18. The examination will be administered by a person who has been trained in all aspects of the operation of the truth verification examination.


III.	Rejection Criteria

B. Failure to meet minimum qualifications established for the position of police officer as set out in the Annotated Code of Maryland, as established by the Maryland Police Training and Standards Commission (MPTSC):

		1.   	At least 21 years of age at time of certification; 

                2.   	U.S. citizen at time of appointment;

             	3.	High School Diploma, GED certificate recognized by the Maryland State Board 				of Education;

                4.  	Eligibility for or possession of a valid Maryland driver's license prior to 					appointment, three years driving experience; and

                5.   	Be of good moral character and reputation, as determined by a comprehensive
                    background investigation which MUST, by law, include:

                             	
                    a. 	fingerprint search of local, state and federal criminal record files;

                    b.   check of military records (where applicable);

                    c.  	credit agencies;

                    d.   school records if an applicant attended school within past five (5) years;

                    e.   personal references;

                    f.  	neighbors at places of residence over past five (5) years;

                    g.   present and past employers and fellow employees within the past five (5) 				years.

          		**   	Conviction for any state or federal crime MAY be grounds for rejection 					of an applicant by MPTSC by withholding of a state certificate of 					commission to police officer status.

C. Background Investigation.  The following may be cause for automatic rejection of an applicant:

             1.	Military bad conduct or dishonorable discharge from any branch of the 					U.S. military service;

             2.	Documented evidence of three (3) or more instances of misconduct or
               	disciplinary action in the military service (regardless of the type of charges).

	     3.	Discharge from employment on two (2) or more occasions within the past five 				(5) years, or documented evidence of disciplinary action or discharge on 				three (3) or more occasions.

         4.	Conviction for any felony or serious crime. 

         5.	Conviction of a misdemeanor may be cause for rejection. 

         6.	Drug use violations


			The purpose of this policy is to attempt to avoid arbitrary discrimination 				against those applicants, who during their formative years, experimented 				with certain substances of abuse and also protect the interests of the 				department and the community.  Considering that inconclusive and 				sometimes conflicting research as to the residual effects of various 				substances, legal obligations and the department's responsibilities, this 				policy will be a realistic approach to reducing the question of risks 				associated with employment of such individuals.  An applicant who is a 				former drug user has, by his/her prior conduct, manifested character traits, 			judgement and/or illegal activity which may be considered unacceptable 				for hiring and employment with this law enforcement agency.
[bookmark: QuickMark]			Identification of present use and/or addiction to any illegal drug
                  by an applicant will be grounds for permanent rejection. Should the use of 
                  a substance identified be supported by the proper medical documentation, 
                  the completed investigation will be forwarded to the police department’s 
                  physician for evaluation and recommendation. The purpose of this 
                  evaluation shall be to ensure the substance, although properly obtained, is
                  not subject to abuse and/or the individual is medically fit to fill the 
                  assigned position. Any abuse of prescribed medications is also grounds of 
                  disqualification and/or termination.
 
			Evidence demonstrating repeated use of any drug or chemical substance, 				e.g., marijuana, alcohol, etc., with such frequency that it appears the 				individual has or had accepted the use and/or reliance upon the substance 				as part of a pattern of behavior, shall be reason for permanent rejection.

			Any applicant found to be involved (at any time) in the illegal sale, 				manufacture, or distribution of any controlled dangerous substance will be 			permanently rejected. Any improper use of any narcotic/drug by an 				applicant after application will be grounds for permanent rejection.	

                  Any experimental drug use within the past three (3) years are automatic 
                  grounds for applicant rejection. Any ingestions of heroin, cocaine, crack 
                  cocaine, LSD, PCP, etc… is automatic grounds for applicant rejection. 

                  Medicinal marijuana uses are not permitted by any member of the 
                  Pocomoke City Police Department and may be grounds for 
                  termination.    

			 
D. Medical Examination.  Those applicants offered conditional employment who fail to pass the medical examination given by a licensed physician employed by the Pocomoke City Police Department and designated by the Chief of Police will be considered as rejected.  Reasons for rejection shall include, but not be solely limited to the following:

		1.	Eyesight, as determined by the police department’s physician
             		natural/correctable to 20/20.  (Examination to be conducted by personal
             		practitioner of the applicant and must be approved by the police department’s 				physician 				
             		
             	2.	Hearing within acceptable levels as determined by examining physician for the 				police department.


            	3.     	Recurring and limiting physical injuries, conditions or illnesses which would
             		prevent an applicant from performing the essential functions of the position for
             		which the applicant applied.



E. Further Grounds for Rejection

1. In addition to the aforementioned grounds for rejection, the following additional grounds for rejection are established if the information upon which the rejection is based has been independently corroborated by BOTH background investigation and/or the polygraph examination:

			a.	Evidence of repeated violent behavior;

			b.	Evidence of repeated use of drugs (as indicated by one or more instances 				reported in background investigation and evidence related to the use of 					drugs, obtained during the polygraph examination);

			c.	Continued commission of misdemeanors;

			d.	A composite of unsuitable characteristics.  (Occasionally a candidate 					exhibits a number of characteristics which, when reliably documented 					and taken in combination, produce a pattern judged clearly inappropriate 				for law enforcement duties);

			e.	Evidence of the use of drugs (any CDS) within three years of application 				date, obtained during the polygraph examination or background 						investigation.


13.3	ENTRY LEVEL PROBATION

	A.	Sworn officers will sign a five (5) year contract. Permanent status as a Police 			Officer requires a probationary period of eighteen (18) months, during which time 		performance will be evaluated. Permanent status will be granted only if work 			performance has been adjudged to be satisfactory. One (1) year for civilian 			personnel). The probationary period begins on the date of hire.

		Exceptions to the probationary period will be made on a case to case basis.  			Exceptions may include, but not limited to, such things as illness, injury and 			extended/remedial training not to exceed six months of duration.  If 				extended/remedial training is offered at the conclusion of his/her probation 			period, the affected employee must be made aware of the consequences of her/his 		participation or nonparticipation.  For example, if an officer elects to participate 			in extended/remedial training, it is with the knowledge that PO advancement will 			be delayed until the satisfactory completion of the extended/remedial probation 			period and, if unsatisfactory, his/her employment as an officer will be terminated.

	B.	After appointment and prior to beginning Entrance Level School, the officer must 		sign a contract for reimbursement of hiring and training expenses.  

13.4	LATERALS


13.4.1	LATERAL ENTRY (IN STATE)

	A lateral entry candidate is a person who maintains current certification in the State of Maryland 	as a police officer.  A lateral is either currently employed by another law enforcement agency in 	Maryland or has been employed by another law enforcement agency in Maryland.

	A.	Requirements

		A lateral entry candidate already meets the criteria for a police officer candidate.  The 			candidate must successfully complete the prior mentioned phases of the selection process. 	        He/she will be on a twelve (12) month probationary period beginning from the date of 
               	employment.

	B.	Training	
	
		A lateral candidate who is certified in Maryland is required to successfully complete a 			field training program as well as to meet the requirements for qualifying with a 				departmental issued handgun.


13.4.2	LATERAL ENTRY (OUT OF STATE)

	A lateral entry who holds a current police officer certification in another state could possibly be 	considered a lateral candidate.	

	A.	Requirements

		An out of state lateral candidate must be able to provide documentation of the amount of 			hours attended in a police academy and forward it to the Maryland Police Training and 			Standards Commission to determine if the proper criteria is met for a Comparative 			Compliance Course.  Comparative Compliance allows the out of state certified police 			officer lateral candidate to attend a shortened version of a Maryland Police Training and 			Standards Commission approved Maryland Police Academy, instead of attending a 			normal Maryland Police Academy.  The lateral candidate must successfully complete 			the prior mentioned phases of the selection process. He/she must sign a two (2) year 			contract and will be on a twelve (12) month probation period. If their prior criteria isn’t 			accepted by MPTC, they would have to attend the normal Maryland Police Academy.  			They would have to sign a five (5) year contract and would be on probation for eighteen 			(18) months beginning from the date of employment.

	
	B.	Training

		A lateral out of state candidate who meets the requirements must successfully complete a 		Comparative Compliance Course approved by the Maryland Police Training and 				Standards Commission.  The lateral candidate must also complete a field training 			program as well as meet the requirements for qualifying with a departmental issued 			handgun.   

13.4.3	COMPARATIVE COMPLIANCE

	Involves a person who has been separated from law enforcement between 3-5 years, and 	non-Maryland officers who completed an acceptable entrance level academy in another state 	that meets the criteria of the MPTC.

	They would sign a three (3) year contract and would be on probation for eighteen (18) 	months beginning from the date of employment. 
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