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CHAPTER 3  

STANDARD OPERATING PROCEDURES
ISSUED DATE: 8/15/17
SUBJECT:  Lead Dispatcher Promotional Process
SECTION L

RESCINDS:


I. PURPOSE

II. POLICY

III. GENERAL PROMOTIONAL PROCEDURES
I. PURPOSE
The purpose of this policy is to provide a means by which telecommunicators may advance their career into a leadership position.  This policy establishes procedures for the way this process is conducted within the organization and provides for a uniform, consistent and nondiscriminatory process.  

II. POLICY
It is the policy of the Helena Police Department to conduct fair and an impartial process into order to select the best qualified telecommunicator(s) to be promoted to a new or open vacancy at the 9-1-1 Center.  

III. GENERAL PROMOTIONAL PROCEDURES 

A. Promotional Job Posting

1. When a new or vacant position becomes available within the collective bargaining unit, the organization shall prepare and make available a copy to the bargaining unit in accordance with Article 17 of the agreement.  

a. Position Description

b. Compensation.

c. Qualifications.

d. Job Duties.

e. Required knowledge, skills, and abilities

f. With whom the application shall be filed.

g. A schedule of dates, time and location of all elements of the process, if available.

h. Deadline for submission of required materials. 

2. Promotional vacancies will be advertised for a period of fourteen (14) days. The required application materials are due back to the person identified in department order no later than 5 PM on the closing date.

B. Application Materials      

1. For the promotional process covered by this policy, applicants will be required to submit a job resume.

a. Resumes may not be longer than three (3) pages in length, excluding any required supporting documentation, and should include at a minimum the following information:

1. Date of Hire;

2. Description of applicants experience in relation to the lead dispatcher position; 

3. Describe applicant’s educational background;

4. Awards;

5. Professional accomplishments;

6. Specialized training in relationship to the position sought;  

7. Any miscellaneous information the applicant believes is important to the position sought.

2. A cover letter or letter of application will accompany the job resume, expressing the applicant’s intention of applying for the lead dispatcher position and any other information the applicant believes is relevant to the position.  

3. The applicants should also include any supporting documentation that maybe requested in the job posting such as educational transcripts, POST training records and etc.

C. Qualifications

1. Candidates shall be a Montana POST certified 9-1-1 Emergency Telecommunicator with a minimum of 1 year of experience with the Helena Police Department prior to the advertised position closing date.  
2. Candidates must meet the capabilities for a lead dispatcher that is outlined in the City of Helena approved position description.
D. Screening Committee

1. The Chief of Police or his/her designee will select a screening committee consisting of at least three (3) persons that may consist of;
a. The Support Services Division Commander, (Chairperson).
b. The Dispatcher Supervisor. 
c. A sworn officer having the rank of Sergeant or above.
d. City of Helena human resource specialist. 

e. A civilian employee from the City of Helena. 

f. Other individual.
2. If it is not possible to assemble a committee as described, the Chief of Police or designee may choose alternates to serve.

3. The committee will meet to comprise a list of at interview questions to be asked of the candidates.  

4. Once the questions have been prepared, they may be submitted to the Chief of Police, or designee for final approval. 

5. Screening interviews will be scheduled by the committee chairperson.

6. Candidate’s responses to each question are evaluated by individual committee members. Each committee member is provided an evaluation form for notes and other documentation during the screening process.

7. The committee chairperson will complete an overall/group summary evaluation of each candidate through group discussion with committee members, providing positive and negative justifications based upon the candidate’s answers to each of the oral screening questions.  

8. The screening committee chairperson will compose an overall ranking order, with #1 as the top candidate based upon the collective evaluation by the committee.  In the event there is a tie, the candidate with the most seniority based upon hire date will be ranked higher.  

9. The screening committee will submit, at the most, three (3) ranked candidates for each open position to the Chief of Police for consideration of final interviews and selection.    

E. Job Performance Assessment Committee

1. The screening committee chairperson will assemble a performance assessment committee consisting of at a minimum, 2 persons.
2. Each performance assessment committee member will evaluate the candidate’s job performance in the categories listed on the Assessment Worksheet.  The committee may review resume and application materials from the candidates along with personal knowledge of the candidate’s job performance.

3. The chairperson of the assessment committee will complete an overall/group summary assessment of each candidate through discussion with committee members, providing positive and negative justifications based on the candidate’s job performance in each category.   

4. The assessment committee chairperson will compose an overall rank order, with #1 as the top candidate based upon the performance assessment conducted by the committee.

5. The assessment committee chairperson will submit the group assessment and ranking order to the screening committee chairperson, who will then forward the materials to the Chief of Police.  

F. Final determination of promotion is at the discretion of the Chief of Police.
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