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l. POLICY

The recruitment, screening, and selection process is vitally important to any organization desirous of
attracting and appointing qualified personnel. The City has, through the Department of Human
Resources, implemented a voluntary Equal Employment Opportunity Plan (EEOP). The plan affects
recruitment, hiring and promotion for all job classifications without regard to; race, creed, color,
religion, sex, national origin, ancestry, marital status, disability, presence of children, sexual
orientation, or age. It is the policy of the Rockville City Police Department to comply with the City
of Rockville’s Equal Employment Opportunity Plan.

Il. PURPOSE

The purpose of this General Order is to clarify responsibilities for the recruiting process and to assign
duties and explain procedures.

1.  RECRUITMENT PROGRAM

The Department's recruitment program is governed by the Rockville City Code, Chapter 15
PERSONNEL.

A. To achieve maximum benefits, the recruitment process shall be a joint effort of the Human
Resources Department and the Police Department.

B. The Human Resources Department is ultimately responsible for all personnel activities,
including recruitment.

C. The Chief of Police has the overall authority and responsibility for the development and
management of the Department's recruitment program and delegates duties/tasks, as
appropriate, to the three Bureau Commanders. Specific duties will include:

1. Identification of recruitment needs within the Department.

2. Coordination of recruitment goals and activities with the Director of Human
Resources.

3. Implementation of recruitment program activities within the Department.

4. Assignment of recruitment activities to Departmental personnel.

5. Recommendation for improvements in the area of recruitment.
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D. The Director of Human Resources is responsible for the following recruitment activities:

1. Coordination with the Chief of Police in the development, implementation, and
evaluation of Police Department recruitment activities.

2. Development of the recruitment program budget.
3. Coordination and management of recruitment activities.
4. Evaluation and assessment of recruitment activities.
E. The City will maintain an active recruitment campaign in order to have qualified

candidates available to fill actual or forecast Departmental vacancies.

F. Department personnel, actively involved in recruitment activities, will be briefed on
personnel matters, such as:

1. The agency's recruitment needs and commitments

2. Agency career opportunities, salaries, benefits, and training

3. Federal and state compliance guidelines

4. The community and its needs (including demographic data, community organizations,

educational institutions, etc.)

5. Cultural awareness, or an understanding of different ethnic groups and subcultures
6. Techniques of record keeping systems for candidate tracking
7. The selection process utilized by the Police Department (including procedures

involved in conducting background investigations and written, oral, or physical agility
examinations)

8. Recruitment programs of other jurisdictions
9. Characteristics that disqualify candidates
10. Medical requirements

G. All Department personnel are encouraged to participate in recruitment efforts both formally and
informally.
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Where possible, the Chief of Police will involve minority personnel, especially those of
supervisory rank, in the recruiting process.

COMMUNITY OUTREACH

A.

The Chief of Police and the Director of Human Resources seek recruitment assistance and referrals
from community organizations and key leaders as appropriate.

Posting job vacancy announcements and job requirement information with local community
organizations authorizing such posting shall be a part of the Department's recruitment efforts.

Department representatives, as selected by the Chief of Police, will participate in job fairs/career
days, etc., as available, in an effort to recruit within and outside of the Department's community
service area.

All personnel requested to speak before public groups or events, particularly those involving young
adults, will, as part of their program and as appropriate, mention career opportunities within the
Police Department.

RECRUITMENT PLAN

A.

The Director of Human Resources for the City of Rockville has primary responsibility for the
coordination of recruitment efforts. However, the Police Department recognizes the need to assist
in recruitment activities and will participate in any way to meet recruiting objectives.

To ensure job relevance, the Department's recruitment strategies and procedures will be based on a
detailed written analysis of the nature of the job to be performed, the knowledge, skills, and
training required to perform the job tasks, the essential functions of the position and any other
prerequisites.

The Department's recruitment plan consists of the following:

1. The objective of the Rockville City Police Department's recruitment plan is to maintain
actual police officer strength, as close as possible, to the Department's authorized/budgeted
strength. This objective is achieved by attempting to maintain at least three qualified
applicants at all times.

2. The Department's authorized and annual budgeted strengths are the same. Since strength
varies from time to time as a result of normal attrition factors, every effort, including
advance hiring, is made to maintain actual strength at the authorized/budgeted strength
level.

3. When needed, the Human Resources Department will establish new eligibility lists for the
different sworn police officer positions. The Chief of Police will establish a key activity
timetable with concurrence of the Director of Human Resources.
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4, The Chief of Police and the Director of Human Resources provide input into the
recruitment budget based on an analysis of current and future needs for recruitment
activities by the Department. Funds in support of recruitment are included in both the
Police Department and Human Resources Department budget lines.

5. The Chief of Police will ensure full departmental support of the recruitment effort in order
to ensure availability of the most qualified applicants' possible.

6. Assistance is sought from community organizations and key leaders in accordance with
section 1V, shown above, as appropriate.

VI.  EQUAL EMPLOYMENT OPPORTUNITY

A. The City of Rockville is committed to the principle of equal employment opportunity. It is the
City's general policy to recruit, train, promote and make all employment decisions without regard
to race, color, national origin, ancestry, sexual orientation, creed, religion, sex, marital status,
disability, age or other improper consideration in accordance with applicable laws.

B. The Police Department actively participates in the City of Rockville's Diversity Plan.

C. The Director of Human Resources maintains citywide objectives for the Diversity Plan. Itis the
goal of the City and the Police Department to ensure equal access to employment, to provide action
to correct inequities, to evaluate staffing, and to provide for necessary funding. The Chief of
Police will ensure full departmental compliance with these plans.

VIl.  JOB ANNOUNCEMENTS

A. The City of Rockville Human Resources Department is responsible for announcing all position
vacancies.
B. Notices of all position vacancies to be filled will be given through the issuance of Recruitment

Announcement by the Human Resources Department. All full time positions will also be listed on
the City's home page on the internet (www.rockvillemd.gov). Since the City always accepts
applications for the position of police officer, this position will always be listed on the City's home

page.
C. Such announcements will provide a brief description of:
1. The duties and responsibilities of the open position

2. Any requisite skills needed

3. The educational level required



General Order # 5-1 Page 5
Recruitment

4. Any physical requirements
5. Required experience, if appropriate
6. Any other requirements specific to the position
D. The announcement will state whether the position is to be filled on an open competitive basis (open

to all qualified applicants from any source) or on a promotional basis (restricted to employees of
the City of Rockville).

E. If a filing deadline for applications exists, the application-filing deadline will be conspicuously
printed on employment announcements and recruitment advertisements.

F. All vacancies will be posted on an in-house basis for a minimum of ten (10) working days. Should
a position be advertised on an open competitive basis, it will be posted as such for a minimum of
ten (10) working days. In-house postings and advertising time periods may run concurrently.

G. The Human Resources Department will advertise for entry-level job vacancies through the media
as appropriate. Advertising dates will provide for sufficient advance time to allow reasonable
opportunity for interested applicants to respond to the deadline date for filing applications.

H. After having reviewed the qualifications of those on the existing eligibility list, the Chief of Police
may request that the recruitment be continued, including recruiting outside of the City of Rockville.

l. All City of Rockville employment applications and recruitment announcements will contain the
phrase "Equal Opportunity Employer".

J. The Human Resources Department acknowledges receipt of all employment applications within
five working days. The Police Department maintains contact with the applicants from the initial
application to final employment disposition.

K. The Human Resources Department will not reject an application because of omissions or
deficiencies that can be corrected to the Department's satisfaction prior to the testing or interview
process, provided there is sufficient information on the application to show that the applicant meets
minimum qualifications.





