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L. POLICY

It is the policy of the Rockville City Police Department to maintain an organizational structure that is
consistent with its goal of providing efficient and effective police service to this community. The
Department will appropriately deploy personnel based on the assessment of the needs of the
Department, service demands, and workload management.

II. PURPOSE

A. The purpose of this General Order is to establish a procedure for the allocation and
distribution of both sworn and civilian personnel of the Rockville City Police Department
within the established organizational structure.

B. During the orientation process, all new employees will be advised of the responsibilities of
each organizational component within the Department, particularly the component in which
he/she will be assigned. The Department's organizational structure is described in this
General Order and a copy will be provided to each new employee.

III. ALLOCATION AND DISTRIBUTION OF PERSONNEL

A. At least once every three years the Chief of Police and the senior staff will assess the
allocation and distribution of personnel to all organizational components of the Department.

B. This assessment is based on:

1.

Workload data of the current fiscal year and anticipated workloads for the subsequent
fiscal years.

2. The Goals and Objectives for the current and subsequent fiscal years.
3. Forecasts concerning Departmental activities for the current and subsequent fiscal
years.
C. The assessment is an attempt to prevent either over staffing or under staffing by ensuring that the

personnel strength of a Departmental component is consistent with the workload.

D. The nature or number of tasks as well as their complexity, location, or time required for completion
are some of the factors influencing workload demands.
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IV.

ALLOCATION OF PERSONNEL TO THE PATROL FUNCTION

The Field Services Bureau Commander will assess the allocation of personnel assigned to field services
periodically. The assessment will include the following information:

A.

B.

Number of incidents / calls for service handled by patrol personnel during a specified period.
Average time required to handle an incident / call for service by patrol officers.

Calculation of the percent of time, on the average that should be available to the patrol officer for
handling incidents during a specified period, based on the length of scheduled shift hours (i.e. 8 or

12 hour shift).

Time lost through days off, holidays, and other leave, compared to the total time required for each
patrol assignment. (based on total hours scheduled to work per year of 2080 ).

SPECIALIZED ASSIGNMENT

A.

The Chief of Police will determine the need for assignment of personnel, both sworn and civilian,
to a specialized assignment.

The Chief of Police will consider, but not be limited to, the following criteria in the establishment
of a special assignment:

1. Goals and objectives of the agency.
2. Community service needs.

3. Staffing availability.

4. Budget restraints / cost-benefit analysis.

5. Anticipated duration of time for the special assignment.

6. Evaluation of the initial problem/concern suggesting an implementation of a special
assignment.

7. Mandates of the Mayor and Council of Rockville.
8. Recommendation of the Bureau Commanders and other staff.

Once it has been determined that there is a need for a special assignment a written notice will be
posted.
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The written notice will denote the selection criteria for the specialized assignment position, an
anticipated assignment date for the selected individual to begin the assignment, the expected
duration of the assignment and a description of the selection process.

Criteria for assignment shall be based on the skills, knowledge, and abilities required for the
specialized assignment. The basic criteria are as follows:

. Length of experience.

2. Job performance record.

3. Response on previously distributed interest surveys.
4. Recommendations from supervisors.

5. Structured interview, if applicable.

On an annual basis, normally in mid-November or early December, the Chief of Police and the
senior staff will reevaluate the special assignments. The same criteria used to originate the special
assignment will be used during the re-evaluation.

VI.  CIVILIANS

A.

Whenever practical, positions not requiring specific knowledge, skills, and abilities of a sworn
officer will be specified as a civilian position and staffed accordingly.

The following positions within the Rockville City Police Department are classified as civilian
positions:

—

Support Services Coordinator.
2. Police Communications Operators.

3. Neighborhood Services Officers.

4. Secretaries.
5. Crime Analyst.
6. Records Management Clerk.

7. Office Manager.
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8. Administrative Assistant.
9. Parking Enforcement Officers.
10. Photo Enforcement Analyst
11.  Photo Enforcement Supervisor

C. Sworn personnel may be temporarily assigned to civilian positions in the event of an urgent
Department need, to broadening the experience of sworn personnel, or when a temporary physical
condition exists which would prohibit sworn personnel from performing their police duties.

D. Swom personnel will not be permanently assigned to civilian positions.

E. In conjunction with the development of the annual budget, the Chief of Police and senior staff will

assess which positions, if any, should be reclassified and designated as civilian. The City of
Rockville Personnel Department must approve the reclassification of positions.



