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SUBJECT:   TRANSFER AND ROTATION POLICY 
 
 
This is a revised operating procedure and supersedes all previous procedures pertaining to this 
subject. 
 
  I. PURPOSE 
 

To provide the members of the National City Police Department an opportunity to 
enhance their expertise and experience levels in order to better the community we serve. 

 
 II. POLICY 
 

Members of the National City Police Department will be eligible for transfer and rotation 
according to the following guidelines. 

 
III. PROCEDURE 
 
 There are two categories of assignments covered by this Operating Procedure:  
 
 A. Uniform Specialty Assignment - involves non-traditional uniformed assignments. 

 Examples may include: 
   
  1. Motorcycle Traffic Officer 
  2. K-9 Officer 
  3. School Resource Officer 
  4. Gang Enforcement Team 
   
 
 B. Non-Uniform Specialty Assignment - generally involves a  plainclothes 

assignment.  Assignments may involve temporary or long term undercover work.  
Examples may include: 

 
  1. Core Investigations / Corporal 
  2. Internal Affairs/Backgrounds/Training 
  3. Violent Crime Task Force  
  4. Narcotics Task Force 
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  5. JUDGE Unit 
  6. Regional Auto Theft Task Force 
  7. HIDTA/Border Alliance Group 
  8.  Anti-Money Laundering Task Force 
 
 IV. ELIGIBILITY 
 

An officer considered for a uniform or non-uniform specialty assignment must possess 
the desire, maturity, knowledge, experience, ability, and suitability to succeed at the 
designated assignment. 

 
 A.   Uniform Specialty Assignment - Minimum Requirements: 
 
  1. Currently off probation. 
 
  2. Currently performing at minimum "Standard" performance level.   
 
  3. Minimum overall "Standard" rating on last annual evaluation. 
 
  4. Three years of field experience is preferred, but officers with a minimum 

of two years of field patrol experience may be considered. 
 
  5.  Completion of all mandated AOT/ROT training as listed in D.O.P. 119 
 
  6. F.T.O. positions are normally restricted to corporals. Qualified officers 

may temporarily perform F.T.O. duties if the trainee’s assigned corporal 
F.T.O. is absent or unavailable for duty, or if there is no corporal available 
for assignment as an F.T.O.  To be qualified to perform in the capacity of 
an F.T.O., a police officer must have been selected to be an F.T.O. by the 
F.T.O Coordinator, completed and a current FTO P.O.S.T.  certification 
course. 

 
 B: Non-Uniform Specialty Assignment - Minimum Requirements: 
 
  1. Currently off probation. 
 
  2. Currently performing at a minimum "Standard" performance level. 
 
  3. Minimum overall "Standard" rating on last two annual evaluations.  

Overall "Above Standard" rating is preferred. 
 
  4. Minimum of three years of field patrol experience, and/or uniformed 

specialty assignment experience combined, with the National City Police 
Department. 

 

 
New 

11/02/15 



POLICE DEPARTMENT OPERATING PROCEDURE            NO. 120 
ADMINISTRATION 

TRANSFER & ROTATION POLICY       PAGE 3 OF 6 
 
  5.  Completion of all mandated AOT/ROT training as listed in D.O.P. 119 
 
  6. After returning to patrol from a non-uniform specialty assignment, an 

officer or corporal must spend at least one year in a patrol or uniform 
specialty assignment prior to applying for another non-uniform specialty 
assignment. 

 
  7. Core Investigations is restricted to Corporals. 
 
  8. Any officer promoted to Corporal will, on appropriate notice, be 

transferred to a patrol squad for the entirety of his or her probationary 
period. 

 
  V. LONGEVITY 
 
 A. Uniformed Specialty Assignment - Longevity in a uniformed specialty assignment 

shall be based upon desire, ability, and individual job performance.  The 
paramount issue concerning longevity shall be the needs of the department subject 
to the restrictions listed below: 

 
  1. An individual desiring this position must be willing to commit to a 

minimum two year assignment. 
 
  2. With the exception of the School Resource Officer, normal longevity is 

four years from date of appointment. Normal longevity for the School 
Resource Officer will be three years. A maximum one year extension may 
be permitted upon a showing of departmental need and with specific 
approval of the Chief of Police. 

 
   (An example of departmental need could be that normal rotation would 

deplete a unit of most or all of its experienced officers.) 
 
 B. Non-Uniformed Specialty Assignment - Longevity in a non-uniformed specialty 

assignment shall be based upon desire, ability, knowledge, skills and individual 
job performance.  The paramount issue concerning longevity shall be the needs of 
the department. 

 
  1. Longevity for Core Investigations is normally five years from date of  
   appointment. 
 
  2. Longevity for other assignments is four years from date of appointment. 
 
  3. A maximum one year extension may be permitted upon a showing of 

departmental need and with specific approval of the Chief of Police. 
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 C. Supervisor Longevity 
 

1. Sergeants shall normally serve in a uniform or non-uniform specialty 
assignment for a maximum period of four years.  A maximum one year 
extension may be permitted, and will be based on the needs of the 
department. 

 
  2. The Internal Affairs/Training Sergeant and the Special Assistant to the 

Chief Sergeant shall serve in the assignment for a period of two years.  A 
maximum one year extension may be permitted, based on the needs of the 
department.  

 
3. Lieutenants will serve in their respective assignments at the discretion of 

the Chief of Police.  
 
 VI. SENORITY 
 

A. National City Civil Service Rules Defines Seniority as the following: 
 

Seniority – shall mean the length of continuous paid full-time service since initial 
probationary appointment to a career position funded solely by the City where 
service time in the current classification, then service time in the current 
department, and then service time with the City in that order of priority 
determines seniority for the purpose of layoff, longevity and benefits. 
Unauthorized breaks in service, such as resignation without re-employment within 
thirty (30) calendar days, shall negate all previously earned seniority.  Authorized 
leaves of absence without pay in excess of thirty (30) calendar days and layoffs 
shall not accrue additional seniority, however, previously earned seniority will be 
restored upon return to work. 

 
VII. NOTICE - ANNOUNCEMENT 

 
A. When openings occur and no current eligibility list is established for a uniform or 

non-uniform specialty assignment, the Chief of Police or his designee shall notify 
all personnel by departmental memo.   

 
VIII. TRANSFER APPLICATION PROCEDURE 
 

A. Uniform Specialty Assignment - Interested personnel shall: 
 

1. Submit a memo through the Chain of Command to the Chief of Police or 
his designee requesting consideration for transfer. The memo shall include 
the following: 
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a. An explanation of the candidate's qualifications for the position; 
 

b. An explanation of the candidate's knowledge, and experience 
relating to the position; 

 
c. A written endorsement by the supervisors in the chain of 

command, including a written certification that the candidate meets 
the minimum qualifications for the position. 

 
2. The Chief of Police or his designee shall verify candidates’ qualifications 

and make copies of the candidates’ memos available to command level 
personnel prior to the next scheduled command level staff meeting. 

 
3. Discussion of the candidates may occur at the next scheduled command 

level staff meeting. 
 

4. The Chief of Police or his designee shall provide notices to the successful 
and unsuccessful candidates. 

 
B. Non-Uniform Specialty Assignment - Interested personnel shall: 

 
1. Submit a memo through the chain of command to the Chief of Police or 

his designee requesting consideration for transfer.  The memo shall 
include: 

 
a. An explanation of the candidate's qualifications for the position; 

 
b. An explanation of the candidate's knowledge and experience 

relating to the position; 
 

c. A written endorsement by the supervisors in the chain of 
command, including a certification that the candidate meets the 
minimum qualifications for the position. 

 
2. The Chief of Police or his designee shall verify candidate qualifications 

and forward candidate memos to the Investigations Lieutenant. 
 

3. The Investigations Lieutenant and two additional supervisors (Sergeant or 
Lieutenant), shall convene a board for the purpose of holding structured 
interviews with each qualified candidate.  Emphasis will be placed on 
candidate preparation, knowledge, ability, and suitability.  Candidates may 
be required to submit examples of prior written reports which demonstrate 
the candidates’ report writing and investigative abilities.  The candidates 
may be required to take a written test designed to test their knowledge of 
law and investigative procedures. 
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4. The results of the board shall be forwarded to the Chief of Police, along 
with the board’s recommendations.  The Chief of Police or his designee 
will announce the candidate(s) selected to fill open position(s). 

 
5. Successful candidates will be placed on an eligibility list.  Candidates who 

fail to meet minimum standards will not be placed on the eligibility list.  
Candidates not selected may elect to receive feedback for improvement.  
The eligibility list will remain in effect for one year from the date of the 
oral board.  Openings in a non-uniform specialty assignment which occur 
in the following year will be filled from the eligibility list. 

 
6. Any officer who attains the minimum qualification for a non-uniform 

specialty assignment during the term of an established eligibility list will 
NOT be eligible for consideration until the next scheduled interview 
board.  

 
 C. Supervisor selection  
 

1. Lieutenants are selected for assignment at the discretion of the Chief of 
Police. 

 
2. Sergeants are selected for a uniform or non-uniform specialty assignment 

under the same procedure as outlined in section VII, subsection A.  The 
Chief of Police has the discretion to interview the candidates for the 
positions of Internal Affairs / Training Sergeant and the Special Assistant 
to the Chief Sergeant before making a selection.  

 
 
 
 
 
MANUEL RODRIGUEZ 
CHIEF OF POLICE 
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