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PURPOSE 
This  directive aims to descr ibe procedures for the assignment of  personnel  to  
specia l ized units and rotating assignments.  
 

DEFINITIONS 
Special ized Assignments :  An assignment in which an off icer is  assigned because of a 
particular need for special ized ski l l s  or to perform special ized dut ies.  
 
Special ized Unit:  A unit  made up of off icers and superv isors possessing, or in the 
process of learning, specia l ized ski l ls  to a l low them to target and service a specif ic  
project,  program, grant init iat ive,  or cr ime patt ern developed through crime analysis .  
 
Rotating Assignment: Posit ions to which personnel is  assigned for a specif ic  per iod are 
normally sent back to their or iginal or other  duties.  
 

POLICY 
Special ized/rotat ional  assignments are subject to mandatory rotation (with/without 
t ime l imits)  according to the department's needs .  
 
Assignments  may be extended by authorizat ion of the Chief  of Pol ice or designee if  it  
is  determined the needs of the department outweigh the need for rotation based on 
the level of expertise  achieved by the officer or supervisor.  
 
Each specia l ized or  rotational  ass ignment shall  be reviewed annual ly to determine the 
continuing need for the posit ion. This review wil l  include al l  special ized assignments  
as fol lows:  

a)  Color Guard –  Col lateral  Duty;  
b)  Crime Stat ist ics;  
c)  Investigations Serv ices;  
d)  Training Divis ion;  
e)  Property and Evidence Custodian;   
f)  Emergency Response Team; and 

 
Each posit ion wil l  include a statement of purpose.  Addit ionally ,  an evaluat ion of the 
init ial  problem or condit ion that required the implementat ion of  the specia l ized or 
rotational  assignment shall  be completed at the end of  the rotation or  special  
assignment period. The Assistant Chief of Police wil l  conduct this  review.  
 

SELECTION PROCESS 
The Chief shall  approve each ass ignment . All  assignments shal l  be described in detai l  
and recorded in a Standard Operating Procedure for the specif ic  division or unit .  
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The Chief of  Police or designee shal l  determine selection criter ia for  off icers and 
superv isors.  The selection process may includ e written test ing,  oral  testing,  and 
interviews.  
 
Any prior  removal from a special ized assignment wil l  deem the employee inel ig ible  to 
apply for that posit ion for a minimum of twenty -four (24) months from the date of the 
involuntary transfer.  
 

APPLICATION PROCESS 
Notices of vacancies within special ized units or units with specif ic  rotation periods,  
such as Invest igat ions,  shall  be posted when a posit ion becomes available.  The post ing 
shal l  be completed via email  and department correspondence f or a minimum of 5 
working days.   
 
Supervisors may recommend that a particular employee be considered for an 
assignment;  however,  they should be prepared to art iculate reasons for the 
recommendation. Examples of reasons would be the employee's specia l  ski l l s  that  
would be useful in certain assignments.  
 
Annual notif ications may be made of the opportunity to submit a request for transfer 
to special ized units or rotational ass ignments.  Most granted requests occur at the 
beginning or end of school semest ers to  minimize disruption of departmental services.  
However,  unusual c ircumstances may result  in a change of assignment at any t ime.  
 
The fol lowing factors are considered in determining if  a request shall  be granted.  The 
factors l isted below are not in an y particular  order:  
 

a)  Availabi l ity of a special ized or rotat ional assignment;  
b)  Availabi l ity of the employee for the assignment;  
c)  Assignment request on f i le;  
d)  Skil ls  and aptitude necessary for the particular assignment;  
e)  Qual ity of experience,  per formance, init iat ive,  and attendance, among  
a.  other factors;  
f)  Needs of the distr ict  and department;  
g)  Views expressed by the employee and department supervisor(s);  and  
h)  Qual ity of working relationships developed with principals ,  community,  

and other agencies.  
 

APPROVAL PROCESS 
The Ass istant Chief of  Police shall  present recommendations for changes in special ized 
or rotational duty assignments to the Chief of Police for approval .  Assignment requests  
received because of long-term family i l lness ,  advancement of  educat ion, and other  
reasons shal l  be considered on a case -by-case basis.  
 
Approval of  special ized or rotational assignments should not  be construed as a  long -
term assignment.  Each employee must work any hours,  days,  and ass ignments ass igned,  
consistent with job descript ion expectations.  
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NOTIFICATION 
Employees wil l  receive written notif ication within thirty days that  The Chief of Police  
or designee has received the assignment request.  Employees wil l  a lso receive written 
notif ication detai l ing the condit ions,  length, and pert inent information relating to the 
assignment.   
 
 
 
 

Approved By   

 Pedro Lopez Jr. ,  Chief  of Police  
 
 


