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Newport News Police Department - Administrative Manual 
 

ADM-355 - PATROL PRECINCT WATCH BID REQUEST 
 

Amends/Supersedes:  ADM-355 (03/12/2012) Date of Issue: 03/27/2017 
 

I. GENERAL 
 

A. The Newport News Police Department shall assign Patrol Precinct officers to one of the 
existing watches in such a manner as to best provide continuous efficient and effective 
service to the members of the community. [41.1.1(a,b)] 

 
B. Patrol Precinct officers will submit their requests for preference of watch assignments. 

Consideration shall be given to the individual preferences and needs of patrol officers in the 
selection of watch assignments using the guidelines set forth in this policy. 

 
II. PROCEDURE  

 
A. Officers will submit a Patrol Officer Assignment Request once a year to indicate their watch 

preference. The forms will be submitted either electronically (through document 
management software) or hard copy (NNPD Form #103) upon the announcement of the 
process each year, indicating watch preference for the twelve month cycle. Watch and 
precinct assignments will be based on the officer’s indicated preference and departmental 
need. [41.1.1(b,c,d)] 

   
1. When using the hard copy form, officers will send hard copies of the Patrol Officer 

Assignment Request through their chain of command; 
 
2. When the form is offered electronically, the staff member(s) coordinating the 

compilation of information will ensure that the information is forwarded to 
Precinct/Division commanders. 

 
B. The officers with the longest term of continuous employment with the department will be 

given preference in their watch and precinct request. Departmental need with regard to 
special skills, such as Master Police Officers assigned to Patrol Bureau, and ensuring 
adequate experience on all watches and precincts will take precedence over length of 
employment.  

 
C. Consideration will be afforded those officers with two (2) or more years of continuous 

service on the same watch and who desire a change. While every attempt will be made to 
grant their request, Departmental needs will be the deciding factor.  

 
D. Officers on probationary status will be assigned in accordance with the individual’s 

developmental needs as determined by the respective Precinct Commander. 
 
E. Officers may request, through their chain of command, a transfer during a watch cycle when 

unforeseen circumstances arise that present a severe hardship for the individual. Such 
requests will be prepared by the officer as outlined in ADM-353 (Hardship Transfer 
Request). [41.1.1(c)] 
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F. Days off will be based on the officer’s watch assignment, and will be determined at the 

Precinct/shift level. [41.1.1(c,e,f)] 
 

1. Watch assignments may be changed with the approval of the Precinct Commander. 
   [41.1.1(c,f)] 
 
2. Any changes in approved shifts will meet the City’s requirements for hours worked, 

and meet with the approval of the Precinct Commander.  [41.1.1(c,f)] 
 

G. Officers will submit their vacation, military leave (with orders), etc., at their earliest 
opportunity, or when directed to do so by their watch supervisors. Requests will normally be 
granted based on seniority, but final approval is at the discretion of the watch supervisors. It 
may be necessary to adjust approved vacation schedules if an officer transfers to a different 
watch during the year. When a vacation schedule conflict occurs because of watch changes, 
for any reason, the officer with a vacation scheduled that remains on the watch will take 
precedence.  Every effort will be made to grant pre-approved vacation; however, staffing 
requirements must take precedence. [41.1.1(f)] 

 
H. Precinct beat assignments will be made at the discretion of the watch supervisors. [41.1.1(d,e)] 
 
I. In order to enable officers to become better acquainted with persons, business, organizations 

and hazards in their precinct beats, beat assignments will normally be for the duration of the 
watch cycle. [41.1.1(c,d,e)] 

 
J. In those cases that would best serve the interests of the Department, nothing in this policy 

will preclude a re-assignment by the Precinct or Division Commander, the appropriate 
Assistant Chief of Police or the Chief of Police.  
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