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200. TESTING AND EXAMINATIONS

203.

POLICE PROMOTIONAL PROCEDURESarch 28, 2005)

The purpose of this Regulation is to establishptteeedures for:

A.

C.

Promoting to the ranks of sergeant and lieutenhose persons
who are best qualified for advancement to such rsigmry and
management positions as determined by the selqutaness;

Assuring that selection procedures are objectwel free of
considerations, such as race, color, religion,onali origin or
ancestry, disability, age, gender, Vietham Eraisaliled veteran
status, sexual orientation, or medical conditiord a

Establishing the procedures and methods for rméteng
placement on a promotional eligibility list.

This section will be the only source of authority promotion of sworn
personnel.

203.1 Preparation and Administration of Promotid?racess

The Human Resources Department, with the advitkeo€Chief of
Police, as well as any contracted consultant, @nksd necessary,
will develop and administer the promotional proce$his process
will consist of one or more written examination(ah, assessment
center, and a rating of experience/education.

The dates and location of the administration of pinemotional

proceedings and the source documents to be usedhen
development of the written examination will be annced at least
thirty (30) days in advance of the administratidntloe written

examination. Any rescheduling or relocation mustamnounced
in a timely manner. Prior to the administration tbk written

examination, the Human Resources Department, wélatvise of
the Chief of Police, will announce the number ofspas who will

progress from the written examination to the asaess center and
the final number of persons to be placed on thenptmnal list.

The number of persons to be placed on the promadticst will be

based on the existing and/or anticipated vacariorethe next two
(2) years as determined by the Chief of Police il advise of
Human Resources Department.
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203.2 Eligibility to Participate in a Promotiorfalocess

A.

To be eligible to participate in the sergeaptemotional
process, non-probationary sworn personnel must kiave
equivalent of five (5) years of current continuous
employment as a full time certified Albuquerque ié®l
Department police officer as of the date of thettem
examination.

To be eligible to participate in the lieutenarmgtomotional
process, sworn personnel must have the equivafeziglot
(8) years of current continuous employment as htiule
certified Albuquerque Police Department police a#fi as
of the date of the written examination; three (8ang of
which must have been from the date of promotionhto
permanent rank of sergeant with the Albuquerquec®ol
Department.

Sworn personnel must not have any sustainedptrsry
actions resulting in suspension within the lastiveg12)
months, excluding first accident suspension. Austaned
suspension received within two years of the written
examination will also be considered and may be a
disqualifier at the discretion of the Chief of Reli The
date on which the disciplinary infraction occurnedl be
used in determining ineligibility.

If a sustained disciplinary action resulting in [g&ssion is
being appealed, the candidateill be permitted to
participatein the promotional process until such time as the
appeal is decided; if the discipline is upheld, taadidate
will be removed from the process. If the appeahdd
determined at the time the list of candidates lelgito
participate in the assessment center is published, the
candidate has received a score of 70% or bettethen
written examination, the candidate will be pernutt®
proceed to the assessment center. In that ebhentumber
of candidates eligible to participate will increaszording
to number of candidates currently involved in apgedf
the appeal is not determined at the time the pramak
eligibility list is published, and the candidatesnbined

score from the written examination and the assessme
center totals 70%, the number of candidates placethe
promotional eligibility list will increase accordinto the
number of candidates currently involved in appeaks
appeals are resolved, candidate made ineligiblehyr
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disciplinary action being upheld will be removeadrfr the
list or demoted to the previously held rank in pmemotion
has already been processed. The Chief of Policeutilae
the rule of three in cases where an appeal is pgndi

D. A committee selected by the Chief of Police ¢stinsy of
four (4) employees from management and one (1)nunio
representative will determine if personnel who sijrup
for the written examination are qualified to congpdor
promotion.

E. Approved leaves of absence of six (6) calendeeks or
more may be counted as current continuous emplolymen
determining eligibility to participate in promotiah
proceedings, if the leave resulted in further echremthe
employee’s qualifications as determined by the Cbie
Police. Such determination should be made prio@aro
individual embarking on a leave of absence. Sworn
personnel are responsible for initiating a requést
determination prior to the stawt the leave of absence. If a
leave of absence is not approved as continuousogmpint
further enhancing the employee’s qualification® kave
period will be deducted from the period of continso
employment.

F. Leave with or without pay under the Family anedital
Leave Act of 1993 (FMLA) will be counted as contius
employment for the sole purpose of determiningileligy
to participate in the promotional process.

G. Leaves of absence to campaign for public offtoehold
public office, or to pursue other gainful employrmenill
not be counted as continuous employment in deténgin
eligibility to participate in a promotional proces$he
period during which leave is taken will be deductexin
the period of continuous employment.

203.3 Participation in the Promotional Process

All eligible sworn personnel who wish to participatn a
promotional process must sign a request rosteegastthe Police

Personnel Management Division within the time amueadl.
Sworn personnel on approved leave at the timeeof th

announcement may submit their request by lettehéoChief of
Police within the same time period. Persons wighinparticipate
in the promotional process who are out of town day reason
other than approved military leave when called ¢tva duty in
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emergencies declared by the Governor or Presidast appear at
the examination site at the designated time. Traxpenses will
not be borne byhe City. Failure to appear for any part of the
scheduled promotional proceedings will result irmi@ation of the
candidate's continuation in that promotional preces

203.4 Promotional Process for Sergeant and Liamie

The final promotional score will consist of the ti&n examination
score, assessment center score, and experiencatleducating

score. Up to forty (40) points can be obtained tlog written

examination, up to fifty (50) points for the assaeat center, and
up to ten (10) points for the experience/educatitimg.

A.

Written Examination

The written examination for each rank wié developed
based on measurable knowledge areas identifiekleinob
analysis. Candidates must achieve a minimum sobre
70% on the written examination to proceed to the
assessment center. The Human Resources Departifient
announce the number of candidates advancing to the
assessment center based on a final score nothi@ss/0%

on the written exam as well as the criteria sethfan
Section 203.1.

Assessment Center

Candidates eligible for the assessment center gsoa!
be given information about the assessment centéraat
ten (10) calendar days before the assessment desgars.
The assessment center will consist of various i@l
exercises designed to measure specific job belsaand
dimensions that have been identified as being redqui
upon entry into the position. Dimension definisoior the
assessment center and the associated weights will b
published prior to the administration of the writte
examination. Scoring benchmarks will be desigmestich
a way that a score of 70% or higher will refledewel of
proficiency sufficient to succeed in the position eatry
level.

Experience and Education

A candidate's experience/education rating scorel wil
determine 10% of the final promotional score. Tégsre
will be calculated from an approved resume formsittied
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by each candidate. The Police Department willfyehe
information on the resume prior to the assessmentec.
Ratings will be calculated by the same committeat th
determines eligibility to participate in the pronootal
process. The experience rating score will be talled as
of the last day of the assessment center for tmseifvice

The experience rating score for sergeant candidatezb
points per year for service assaorn Albuguerque Police
Department police officer, calculated from the date
graduation from the Academy. Credit is limitedtigenty
(20) years, for a maximum of five (5) points. Nedit will

be given for Leave without Pay, exclusive of Family
Medical Leave Act, or disciplinary suspensions ssléhe
Chief of Police determines the infraction is ndated to
fitness for promotion.

The experience rating score for candidates fortdieant

will receive .125 points per year for service asveorn

Albugquerque Police Department police officer, chlted

from the date of graduation from the Albuquerquéideéo
Department Academy. Credit is limited to twenty)2
years, for a maximum of 2.5 points. In additioandidates
for lieutenant will receive .1665 points per yedérservice

with APD at the rank of sergeant. This creditimsited to

fifteen (15) years, for a maximum of 2.5 pointso 8tedit

will be given for Leave without Pay, exclusive cdrfily

Medical Leave Act, or disciplinary suspensions ssléhe
Chief of Police determines the infraction is ndated to

fitness for promotion.

The education rating score will be a maximum o€&fi{®)
points. Persons competing for the position of sang who
have completed at least sixty (60) college crediirh from
an accredited college or university shall receiie f(5)
education rating points. Persons competing foiptistion
of lieutenant who possess a bachelors degree drehig
from an accredited college or university shall reedive
(5) education rating points.

203.5 Subject Matter of Promotional Process

Written test items for the promotional examinatidos the ranks
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of sergeant and lieutenant will be prepared by odeu the
direction of the Human Resources Department fronerizs

suggested by the Chief of Police or a designatpresentative(s).
The subject area and, where possible, the sourteriala for each
promotional process will be specified.

The Chief of Police shall designate Police Depantnpersonnel to
work with the Human Resources Department in thpgnagion of
written test items, assessment center exercisegprastructured
oral interview. The Chief of Police or a desigmiate
representative(s) will review the job descriptian the rank being
tested, the structure and weights of the promotipracess subject
areas, and the administration of the promotionabcess to
ascertain conformance to City and Police Departnmelgs and
regulations, practices, procedures, equipmentirantng.

203.6 Review Process

Key Copy Review

After the written examination, candidates may revia keyed
copy of the exam by making one (1) appointment with Testing
and Training Division of the Human Resources Departt. The
key copy review period will be the challenge pracesereby a
candidate may protest question(s) on the exammafide review
will be held for five (5) workdays beginning on thest workday
immediately following the written examination. Npmestions or
answers may be copied during the key copy revisates may be
taken but not removed from the Human Resources rDapat
unless the test monitor is satisfied that they db contain the
substance of any of the test questions or congginainswers.

All protests will be submitted in writing to the Bhan Resources
Director, or designee, who will review and evalualtenformation
concerning the challenge. The Director of Humasdreces will
make the final decision for upholding or denying fbrotest and
will notify the candidate in writing of the decisio

After all challenges for the written examination veabeen
resolved, answer sheets will be scored, and catedidaill be
individually notified in writing of their results.

Clerical Review

Candidates may review their answer sheets for acgun scoring
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during a clerical review period. Candidates mustkenone (1)
appointment with the Testing and Training Divisioh Human
Resources Department and review the scoring withie (5)
workdays following the official announcement of During
the clerical review period, candidates may compghesr answer
sheet with a template of the correct answers. Kdyed copy of
the exam will not be available for review during ttierical review
period.

Following the clerical review period, a list of #® candidates
eligible to compete in the assessment center pspdespplicable,
will be posted.

Post Assessment Review

Candidates may schedule one (1) post-assessmeigiw ey
making an appointment with the Testing of the HurR&sources
Department.

203.7 Eliqgibility List for Promotion

For possible placement on the promotional eligiillist a
candidate must achieve a final promotional score70% or
greater. Candidates who participated in a promatiprocess but
did not attain a final combined promotional scoie 760% or
greater must retest in a future promotional protesse considered
for promotion. A final combined promotional scae70% does
not guarantee automatic placement on the promdtiagibility
list.

A promotional eligibility list in order of highestttained scores
will be compiled by the Human Resources Departmand
provided to the Chief of Police. Seniority, asided in the APD
collective bargaining agreement, will be used fst placement
only in the event of a tie. The Human Resourcesafiapent will
announce the number of individuals to be placed tha
promotional eligibility list based on a final comled promotion
score not les than 70% as well as the criteridosehe in Section
203.1. The promotional list will be a perpetuat from the date of
its publication unless the list has been depletatthat time, the
Chief of Police may initiate a new promotional prss through the
Human Resources Department if deemed necessary.

The Chief of Police will select individuals for pnotion to
sergeant and lieutenant. In selecting personsrtometion, the
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Chief of Police may apply the "rule of three” teethligibility lists
for promotion. The Chief of Police may promote a@aydidate to
the position of sergeant or lieutenant who sconethé top three
(3) slots of the respective promotional eligibiliist.

Once the selection has been made, the next ramkeatchame on
the promotional list will advance into the top tareThe top three
(3) candidates will be considered each time a ptmmas made,
regardless of their final score. Persons on ttewho may have
been passed over by the application of the “ruléae” will

retain their relative positions on the list untibmoted or removed
as a condition of a disciplinary action.

Serious disciplinary infractions, including but némited to
nonfeasance, will be sufficient cause for the ClukfPolice to
remove a person from a promotional list. In sucstance, the
removal shall be an element of the imposed disapli

Sworn personnel on an approved leave of absenteuwtipay will
not be promoted until their return to regular duty.

The promotional eligibility list shall be a perpatu list.
Promotions will be made from the list until thet le&f candidates
qualified for promotion is exhausted. If a candédas otherwise
eligible, but is temporarily unable to perform thessential
functions of the position the candidate may be bgpd until such
time as the essential functions can be performed.

The Chief of Police may request a new promotiotgilglity list
be prepared up to six (6) months prior to the grdted depletion
of an active promotional list. The new list wilbinbe used for
promotions until the last qualified person on thaive list is
promoted. Those individuals remaining on the presilist that are
temporarily unable to perform the essential fumgiowill be
placed at the top of the new list and consideredofomotion as
soon as the essential functions, can be performddaavacancy
becomes available.

203.8 Promotion to Police Captain

The Chief of Police will use an evaluation processelect officers
from the rank of lieutenant for promotion to captaiThe process
may include a structured oral interview, a writeetamination, an

assessment center or other process as determinggk iyhief of
Police and in concurrence with the Human Resoufesctor
prior to the initiation of the process.
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203.9 Promotion to Police Deputy Chief

The Chief of Police will use an evaluation processelect officers
from the rank of captain for promotion to deputyieth The

process may include a structured oral interview,watten

examination, an assessment center or other prasedstermined
by the Chief of Police and in concurrence with tHeman

Resources Director prior to the initiation of th®gess. The Chief
of Police will make selection with concurrence dfetChief

Administrative Officer.

203.10 Evaluation of Newly Promoted Sworn Persbnne

Promotions are contingent on satisfactory perforceaduring a
twelve (12) monthevaluation period. All newly promoted sworn
personnel will be formally evaluated quarterly bgit supervisors
for the first year. Failure to satisfactorily colefe the evaluation
period may result in a return to the previous ratitkin the twelve
(12) month period as determined by the Chief ofdeol

After satisfactorily completing the twelve (12) ntbrevaluation
period such promotions will be considered permama@uat subject
to usual performance and disciplinary requirements.

203.11 Assignment Status as Police Deputy GRi®Ember 21, 2006)

The position of Deputy Chief is not a permanenkran position
under the Merit System Ordinance. Deputy Chieés appointed
by the Police Chief with the concurrence of the ethi
Administrative Officer. A Deputy Chief shall act aecond in
command to the Police Chief in command of all Comadesas,
Captains, and subordinates. Any command pers@sseined to a
Deputy Chief position will receive Deputy Chief pay

A Deputy Chief shall be subject to continuous esabn by the
Police Chief during service as a Deputy Chiefthd Police Chief
determines that the interests of the Police Departnare better
served by the removal of a Deputy Chief, the chiafy remove the
Deputy at any time. Upon removal, a Deputy Chieflisrevert to

the rank held and the pay received immediatelyrptao being

appointed Deputy Chief. The decision to revertepiy Chief

will be made by the Police Chief with the concuoef the Chief
Administrative Officer.



