POLICY: Promotion POLICY #:

NCLEA Standards: 3.05; 3.06 100_ 13

CALEA Standards: 33.8.2; 34.1.1

Kinston Police

Department
NCL M Standards:
Effective Date:
O New Revision | 01/01/21 | 01/07/25 07-01-2019
X Revised Dates:

Approval: Chief of Police

PURPOSE AND SCOPE

The purpose of this policy is to stablish guidelines for the promotion of departmental personnel within the
Kinston Police Department.

POLICY

The Department is responsible for developing, coordinating and administering procedures used for the
testing of candidates for positions in the Department promotional process.

Kinston Police Department promotional processes shall satisfy professional, legal and administrative
requirements to ensure that all elements used to evaluate candidates for promotion are job related and
nondiscriminatory. Candidates shall be evaluated by elements within the process which measure traits or
characteristics necessary for the candidate to perform successfully in the new position. The assessment
center shall be constructed to measure the presence of skills, knowledge, and abilities that have been
recognized as necessary to perform the essential job functions identified by the position description

The Chief of Police is vested with the ultimate authority and responsibility for assignments and promotions.
PROMOTIONAL ANNOUNCEMENT (NCLEA 3.05)

When vacancies exist and a decision to fill the positions is made, written announcements requesting letters of
interest will be posted and distributed to all affected employees. Announcements will include:

1. A description of the positions or job classifications for which vacancies exist.

2. A description of eligibility requirements.

Eligible candidates shall be provided with detailed information of the promotional process to include:
1. A schedule of dates, times and locations of all elements of the process.
2. A detailed description of the process to be used in selecting personnel for the vacancies.

Page 1 of 5



V.

PROMOTIONAL REQUIREMENTS (NCLEA 3.05)

Minimal Requirements for any promotion are based on position and outlined in the Kinston Police Department
Career Development Policy 100-13.

Any employee with a pending disciplinary action shall not be promoted until the disciplinary action is
completed without substantiated allegations.

For the position of: POI, POII and Administrative Assistant I, if an employee receives below a (3) on a
performance appraisal (yearly evaluation), the employee will not be eligible for advancement; however, after
(6) months from receiving the performance appraisal, the employee may be eligible for advancement depending
on the position. It will be up to the employee’s supervisor to complete an up-to-date performance appraisal on
the employee, detailing the improvement in order to advance.

For all other positions within the organization, if an employee receives below a (4) on a performance appraisal
(yearly evaluation), the employee will not be eligible for advancement; however, after (6) months from
receiving the performance appraisal, the employee may be eligible for advancement depending on the position.
It will be up to the employee’s supervisor to complete an up-to-date performance appraisal on the employee,
detailing the improvement in order to advance.

Newly promoted employees will serve a probationary period of at least twelve (12) months. Individuals who do
not complete the probationary period for performance reasons may be returned to the rank or position held prior
to promotion, or released from employment.

All newly promoted employees shall have training provided that is commensurate with the new duties of their
assignment prior to or within one year of their assigned promotion date. (CALEA 33.8.2)

EVALUATION CRITERIA
The following criteria will be used in evaluating candidates for a duty assignment:

Past Performance Evaluations
Promotional Process Results
Presents a professional, neat appearance
Maintains fitness for duty
Expressed an interest in the assignment
Demonstrates the following traits:

a. Emotional stability and maturity
Stress tolerance
Sound judgment and decision-making
Personal integrity and ethical conduct
Leadership skills
Initiative

g. Adaptability and flexibility

7.Ability to positively conform to department goals and objectives

ok wnpE

-0 o0 o

Page 2 of 5



VI.

SELECTION PROCESS (NCLEA 3.05) (CALEA 34.1.1)

The Department is responsible for developing, coordinating and administering procedures used for the
testing of candidates for positions in the Department promotional process.

The Chief of Police or a designee will develop, coordinate and administer the promotion processes for
positions.

Candidates’ eligibility shall be determined by assigning numerical weights to eligibility requirements.
Eligibility requirements may differ depending on positions to be filled. Eligibility requirements may
include but are not limited to: assessment center evaluation; education; years of service; performance
evaluations; disciplinary record; written examinations; psychological evaluations and fitness/physical
exams.

A numerical weight shall be placed on each requirement prior to the promotional process. The higher
accumulation of points shall determine the candidates listing on the eligibility list.

Written tests may or may not be a part of the promotional process. Written tests shall be job related, non-
biased, and shall test the knowledge of the applicant. Written test may be national standardized tests or
developed within the department. The administering of the written test shall be done by personnel
designated by the Chief of Police. All tests and answer sheets shall be maintained within the Chief’s or a
designee’s Office. Tests shall be scored by personnel designated by the Chief of Police or leased test
scoring officials. Testing results shall be maintained in the Chief’s Office.

The assessment center process employed by the department has incorporated all of the following designs,
activities and objectives in its assessment center evaluations:

1. Dimensions, attributes, characteristic, qualities, skills, abilities or knowledge specified in
written job analysis are measured.

2. Multiple assessors who are trained prior to participating in an assessment are used.
3. Techniques designed to provide information to evaluate the established dimensions are used.

4. Simulation exercises that have been pretested prior to use to ensure that they provide reliable,
objective and relevant information while remaining job-related are used.

5. Judgments based on the outcome of pooled information from assessors and techniques are
rendered.

6. Evaluations of behavior based on observations by different assessors at separate times during
various exercises are made.

7. Dimensions to be evaluated are established in writing (prior to the assessment center process).

8. Specific forms are used by all assessors to record and document the observations made at each
stage.
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VII.

9. Participants are provided, upon request, with written rationale and information concerning the
dimensions, ratings and recommendations of the assessment center.

The assessment center testing format used by the Kinston Police Department shall conform to accepted
guidelines demonstrating that it is job related, significant, or necessary to perform the job and shall
ultimately be a predictor of future job success.

Upon completion of the promotion process, the Chief of Police may establish a written eligibility list. The
eligibility list shall be valid for a period determined by the Chief of Police. The actual list will be
maintained on file in the Chief’s Administrative Manager Office. (NCLEA 3.06)

Employees placed on the eligibility list will receive written notification of such placement. An employee
on the eligibility list may be promoted from any position or ranking on the eligibility list at the discretion
of the Chief of Police

REVIEW AND APPEAL PROCESS (NCLEA 3.05)

The Chief of Police or his designee shall conduct post promotional process interviews with
participants. This interview shall be done before appointment of the participant to any probationary
status.

It shall be the policy of the Kinston Police Department to permit individuals participating in a
promotional process to review their performance results in each element of the promotional process to
include:

1. Review the answer key to any written exams administered unless prohibited by the leaseholder
of the test.

2. Review of the written results of scored elements of the selection process.

3. Review of reports/materials that are directly related to the participant used in the selection
decision.

4. Re-application, retesting, and/or re-evaluation directly related to the participant.

5. However, in accordance with North Carolina General Statute 160A-68 (C1), testing or
examination materials may be withheld from disclosure to the employee or other persons if the
material was used solely to determine qualifications for promotion and, in the opinion of the
agency, the disclosure of such material would compromise the objectivity or the fairness of the
testing or examination process.

Applicants may reapply for positions in response to any available position announcement. Applicants
for a position are not limited to the number of times that may reapply for any position.
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The appeal process for a promotion within the police department is designed to ensure fairness and
transparency. If an officer feels that their promotion decision was unjust or based on improper criteria,
they can submit a formal appeal to the Chief of Police. The Chief will review the case, considering all
relevant documentation, evaluations, and any discrepancies in the promotion process. If the officer
remains dissatisfied with the Chief's decision, they have the option to escalate the appeal to the City
Manager. The City Manager will conduct an independent review of the case, ensuring that the appeal
process aligns with the city's policies and standards for promotion. This two-tiered process provides
officers with a fair opportunity for recourse, ensuring decisions are made based on merit and adherence
to procedures.
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