[bookmark: _GoBack]The policies, procedures and requirements in this chapter apply to those seeking promotion to the rank of Corporal, Sergeant, Lieutenant and Captain.
It is the policy of the Pocomoke City Police Department to maintain in process, whereby promotions to the rank of Corporal and above are fair and consistent.

16.1      AUTHORITY	

The promotional process is within the exclusive role of the department under the direction of the 	Chief of Police and begins with the identification of officers who appear to have the potential for 	a greater responsibility and who have demonstrated by their performance that they have the skills, 	knowledge, and ability to act at a higher level. The identification of such officers is ordinarily 	made by the Command Staff with input from the officers supervisor(s). The selection process 	considers such qualifications as time in grade, education, past performance, specialized training, 	desire, attitude, testing, and oral interview. A Chiefs memorandum is issued when the chance for 	promotion becomes available. Qualified officers are encouraged by the language of the 	communication and by the command staff to avail themselves of the opportunity.

              The ranks Lieutenant and above are appointed ranks. 

No officer or personnel of the police department may be considered for any promotion until either 	a vacancy for the existing ranks is announced by the Chief of Police or an additional rank has 	been authorized by the Mayor and City Council of Pocomoke, Maryland.	

16.1.1	RESPONSIBILITY FOR ADMINISTERING THE PROMOTIONAL PROCESS

The Captain is responsible for the promotional process. The Captain has the responsibility and authority for preparing, scheduling, and monitoring the promotional process and examinations except otherwise noted by the Chief of Police.

16.1.2	PROMOTIONAL PROCESS

The promotional process for the ranks of, Sergeant, and below shall consist of the following 	parts; each weighed accordingly:

1.       Written Examination	35 points maximum

2.       Promotional Potential/ Education Military Service	5 points maximum

	3.       Oral Exercises								40 points 
                                                                                                                                   maximum                                        
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The written examination will consist of questions from the Written Directives, City Code, and current Maryland Criminal Digest. Other sources of information will be provided to each candidate prior to the test date.

The written examination will be the first phase of the promotional process. Candidates must attain a score of 70 % or above in order to move to the next step.

A.	Application for Testing/Written:

1.	A Police Chiefs Memorandum will be published thirty (30) days prior to the scheduled written examination date when a position becomes available and can be filled. 

2.	All interested, qualified officers will apply to the Chief of Police, in writing, within seven (7) days of the date of the Chiefs Memorandum. Anyone who applies for testing after the specified time period will not be considered. If an officer was on annual or sick leave during the deadline process, the Chief of Police may make an exception. 

3.	Qualified officers choosing not to take a scheduled examination will not appear on the eligibility list for promotion to the next rank and forfeit such eligibility until they take and pass the required examination.

4.	Absence on Scheduled Test Date

A.	If the officer knows in advance that he/she will be unable to take the test, he/she should notify, in writing, the Chief of Police before that date.


B.	If an officer is absent on the scheduled test date due to circumstances beyond his/her control, he/she must notify the Chief of Police, as soon as possible, the reason for the absence.


C.	Usually only five conditions will warrant an officers failure to appear on the scheduled time:

· Court Appearance;
· Military Leave;
· Jury Duty;
· 
· Bereavement Leave; or 
· Illness.


5.	The responsibility for notification rests with the officer or his designated representative.

6.	All requested absences must be supported by appropriate documentation, as soon as possible.

· Court summons;
· Military Orders; or
· Doctors Certificate

                   

                   B.	Oral Interview 

  		1. 	An interview will be conducted by a three (3) member board. Each                               			member shall rank each candidate using evaluation forms given for each 					part of the interview process.

2.	The members of the board will consist of officers from outside the 	Pocomoke City Police Department, at the discretion of and with the 	approval of the Chief of Police.

3.	The members of the board will be at least one rank above the candidate being interviewed.
 
4.	All questions/exercises will be the same for all officers being interviewed                         			for a particular rank.

5. 	An oral board member may, for whatever reason, refuse to participate. In                          			the event of such a refusal, the interview and rating will be carried out by 				the two remaining members. However, no officer will be interviewed by 					fewer than two members.


4.      Pending Internal Investigations
         
Members having internal investigations pending which could lead to disciplinary action exceeding summary punishment shall be eligible to participate in the promotional process, but shall not be eligible for promotional consideration until completion of the internal investigation.

5.	Candidates Review

All officers will be afforded an opportunity to review their own written examination,            	promotional potential ratings of supervisors and oral interview board evaluations.		

ELIGIBILITY
1. 	Corporal Rank

A. 	All officers who meet the following requirement are eligible:

1. Who have at least (3) years of service as a sworn officer within                                          			    the state of Maryland.


B.	Those eligible for Corporal must complete each phase of the promotional process.


2.	Sergeants Rank

A.	All officers who meet the following requirements are eligible:

1.Who have at least (5) years of service with in the state of Maryland.



B.	Those eligible for Sergeant must complete each phase of the promotional process.


3.	Lieutenants Rank

A.	All officers who meet the following requirements are eligible:

1.   	Who have at least (8) years of service with in the state of Maryland.



B.	The rank of Lieutenant will be an appointed rank made by the Chief of Police.

4.	Captain’s Rank

	A.	All officers who meet the following standards are eligible:

		1.	Besides the basic police officer requirements, a person must have at 			least (10) years of service in law enforcement and serve in the 				position of Lieutenant or above for a minimum of (3) years with 				administrative experience.

	B.	The rank of Captain will be an appointed rank made by the Chief of Police.

5.	Appointments

A. Officers who are appointed to a rank by the Chief of Police will serve at the pleasure of the Chief.

B. The Chief has the authority to bypass testing and interviews for all promotions in the event of departmental restructuring or unusual circumstances.  In these situations, the Chief has the authority to appoint any and all ranking positions necessary.




6.	Security of Promotional Materials

The Administrative Commander shall maintain tests and other materials relating to promotions in a confidential manner. Materials shall be maintained in a locked file when not in use.

    ELIGIBLE CANDIDATES FOR PROMOTION

    Upon completion of all phases of testing, a list with the officers scores in descending order 		   	    beginning with the highest score, will be submitted to the Chief of Police. The list will be 			    valid for two years from the date posted.

    The Chief of Police has the option of selecting for promotion any one of the top (3) officers on     	    the current and respective promotion list for Corporal and Sergeant, when a vacancy occurs. 	    	    The reason for appointing the employee will be based on performance in the promotion process 	    	    and past work performance.


Promotions are announced in a department personnel order, stating the effective date for the                      	promotion.

Officer(s) ranked in the top three not selected for promotion may make a written request to the 	Chief of Police asking for the rationale used to select the promotional candidate.


APPEAL PROCESS				

The right of employees to challenge any aspect of the promotional process is an integral part of 	the process itself. At a minimum, the following may be part of the appeal:


1.	Adverse decisions concerning eligibility;

2.	Review of answer key if any written examination is used;

3.	Review of written results of scored elements of the selection decision;

4.	Contesting promotional potential evaluation reports used in the selection decision; and 

5.	Re-application.

Employees who wish to appeal will contact the Administrative Commander and forward in 	writing their reasons for contesting any decisions or testing procedure.


16.1.3	PROMOTIONS ARE JOB-RELATED AND NONDISCRIMINATORY 

The Pocomoke City Police Department provides an equal opportunity for all sworn members to 	be considered for promotion based upon components and procedures tailored to meet the needs of 	the department and which are job-related and nondiscriminatory. The Administrative Commander 	will annually assess the promotional process to ascertain if there has been any adverse impact.

					


[bookmark: _Hlk73029859]16.1.4	PROBATIONARY PERIOD FOR PROMOTED EMPLOYEES

Permanent status to the rank for which the test was given requires a probationary period of one 		year, during which time performance will be evaluated. Permanent status will be granted only if 	work performance has been adjudged to be satisfactory.	
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