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——RECRUITING UNIT

Related SOP(s), Form(s), Other Resource(s), and Rescinded Special Order(s):

A. Related SOPs

B. Form(s)

PD 1002X Ride-Along Form
PD 2409 No =Sscore Physical Abilitiesy Test (PT) Form

C. Other Resource(s)

Americans with Disabilities Act of 1990
ARD-OnlineAPDonline.com
Recruiting Unit Operations Manual

D. Rescinded Special Order(s)

None
Nens

1-85-1 Purpose

The purpose of thsthis policy is to outline the rules, roles, and responsibilities reguirements-of
the Albugquerque Police Department (Department) Recruiting Unit iste-apsbswhen
implementing the Sstrategic Reecruitment Palan in order to increase the number of qualified

Hq%%appllcants from the community to enter the selectlon process to become a pollce

is also tQFhe purpose of thls DO|ICV for the Department o %e%@eeaﬁmen%recrwts
individualpesple-applicants for employments without regard to race, color, religion, national
origin, disability, age; gender, sexual orientation, medical condition, Vietnam Era, or -e¢

dlsabled veteran status=%ﬁeheﬁﬁ

1-85-2 Policy

It is the policy of the A L{Departments3 to pr ovide clear quidance
and objectives when applying the Sstrateqgic Reecruitment Pglan. Fhes
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1-85-36-2-2 —DEFINIFHONSefinitions

A.

APD Oa-line-Applicationinterest Card Application

A web-based application that a person seeking to become a police officer. completes
during the itnitial step in the hiring process. The APD en-lne-applicatieninterest Card
Application whieh-automatically assesses the police pelies-applicant for eligibility to
continue with the hiring process, which is— il completed electronically when the
appllcant completes an APD e%épalﬁ%eﬁlnterest Card Appllcatlon Ae%ea%eﬁ

Experienced Lateral Police Officer

A state-eusrenthy-certified law enforcement officer who has 2two (kae?) years’ law
enforcement experience with a certified law enforcement agency. -=The police officer’s
certification may be in state state-or out--of--state.

No Experience Lateral Police Officer

A seurrenthy State--certified law enforcement officer with six hundred and seventy-
seven (6778) hours of law enforcement: fpelise—or fmilitary police training. The police
officer’s certification may be in state or out--of-=state.

Police Applicant

An individual who=has submltted an interesteard APD Interest Card Sen-line

Aapplication d through apdAPDonline.com B Bartrens
- who-has meets¥ all criteria listed on the website and-s is qualifiedsdéd to

select a test date.

Police Service Aide (PSA)

A civilian Department position withinthe-Departmentthat assists sworn personnel in
fulfilling and responding to non-critical calls that do not necessitate a swessn
persennelresponse by sworn personnel.
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F. Recruiting Unit Supervisor

A sworn or civilian Department employee who, if sworn, holds saemberefthe
Departmentatthe rank of Serqeant or ha%above % or who, if civilian, holds
the position of Directo

G. Strategic Recruitment Plan

A plan that involves consulting with community stake=holders toarnd takekag their
recommendations ands; communicateies through social media platforms: in order to
attract qualified police applicants from a diverse group in the community. A detailed
plan with clear goals, objectives, and action s-stepsitems thatwillkbe-taken-can be
found in the Recruiting Unit Operations Manual.
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1-85-46-2-3 —ReolesandRecruiting Unit -Responsibilities ADMINISTRATION
AND-PERSONNEL

I~

A. The Recruiting Unit Supervisor sShall:

1. Oversee the daily operations of the Unit including sworn or any civilian personnel
assigned to the Recruiting Unit;

} rsChallereate relationships with community stakeholders
in order to qather input and develop strateqgies to attract a diverse pool of police
applicants across all demographics; aae—

3. it i s-sCollaboratesively with the-Background
Investhatlons Unit personnel and

4. Beds knowledqeable on disqualification criteria and steps in the selection process.
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S

1. Coordinates the Department’s application process for any walk=ia-police
applicantss;

2. Engages with police applicants to provide guidance or assistance with any portion
of the testing process, such as sample tests for the physical fithness assessment
and written exams:

a. The Recruiting Unit =ta-addition—Ddetectives may offer to review police
applicants’ document packets for completeness and to answer questionss.z

3. Attend s=as-assigned- career fairs, social gatherings, or classes for the purpose of
recruiting applicants to the selise-Ddepartment:;

dministeriag the City of
AIbuquerque entrance exam, NeIson-—Dennv exam, pEhysical abilities test, and
may-collect applicants’ Personal History Sstatements (PHS)=:

5. PossessePossesss human resources administrative knowledge, as well as
knowledge of equal opportunity requirements, and tae-Americans with Disabilities
Act (ADA) quidelines as they pertain to recruitmentirg and selections;
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6. Maintains relationships with community stakeholders in order to gather input and
develop strategies to attract a diverse pool of applicants across all demographics=:

7. Organizes, maintain,s and keeps slean-all equipment clean. Equipment=this
includes, but is not limited to:

a. Recruiting Unit display vehicle(s);

b. Brochures;

c. Tents;

d. Posters:;

e. Monitors;

f. Current promotional items;

g. Recruiting Mobile Data Terminals (MDT) for display; and

h. Any other device, object, or material usediilized by the-Recruiting Unit

personnel.

8. Reviews the APDonline.com database daily for police applicants’ statusess;

9. isBe familiar with disqualification criteria and steps in the selection process in
accordance with the Recruiting Unit Operations Manuals;

10.0n a daily basis, rReview thes-Recruiting Unit mail, emails, ftexts, and shere
inbex=voice messages daib-and responds to emails or other electronic or written
correspondence in a timely manners; and

11. Maintains all online and sethersocial media platforms, including, but not limited to:

a. ARDenline-semAPDonline.com to ensure content reflects the latest and most
accurate information; and
b. Social mMedia platforms to ensure fresh content is uploaded and respond to

messagess, as appropriate=te-messagss.

12.Be committed to providing strict security and confidentiality of the recruitment and
selection process.

a. All'information obtained by the Recruiting Unit is restricted to authorized
personnel and shall only be used and maintained for the purposes outlined in
this Standard Operating Procedure (SOP).

b. Under no circumstances shall information be released without a court order.

5 c. Strict adherence to established information management and confidentiality
procedures are required and mandatory for all personnel involved in the
selection process.

d. The files shall remain in a secure facility and shall only be accessed by
authorized personnel.
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e. Each full-time membetemployee of the Recruiting Unit shall be required to sign

a confidentiality agreement.
i. [EEEEEER e cruiting Unit Supervisor shall report when Recruiting Unit
personnel =violateieas-ef the provisions outlined in the confidentiality

agreement shallbereporded-to the Internal Affairs Professional Standards
(IAPS) Division, consistent with SOP Complaints involving Department

Personnelelisy-erPersonnel.
f. Collateral recruiters are prohibited from having access to confidential applicant
information= and, therefore, are not required to sign a.confidentiality agreement.

C. Recruiting Unit Collateral/Contracted Personnel

1. Department pRersonnel may=ahe assist the-Recruiting Unit personnel by
performing the responsibilities of a Recruiting Unit Detectives in a
collateral/contracted assignment, at the direction of the Recruiting Unit

Ssupervisor.
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RRD. The Recruiting Unit Administrative AssistantAide shall-{Reeruiting)-shall:

1. Answers telephones, es—Ftakes messages when necessary, and/or refers callers
to the appropriate recruiter, background investigator, or supervisor:=

a. If the call is not related to recruiting or backgrounds, the Recruiting Unit
Administrative Assistanty shall sefessrefer the caller to the appropriate agency
or unit.z

2. Provides only basic information to potential police applicants and shall refers =
finterested police applicants who call-in or show-up in person wikbe-referred-to a
recruiting detective;

3. Performs data entry functions or administrative tasks; and

-11-
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I~

4—Performs other duties as assigned by the supervisor of the eERecruiting Unit or their

designee.
4.

——The Academy Division Commander shall determine a
E. Application deadlines for any upcoming classes tshat-be-determi ined-by-the-Academy
Diresterandhat are posted on APDonline.com.

-12 -
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1-85-59

106-2-22 — MEDIAedia RecruitmentEGRWFMENT
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A. Fhe-Recruiting Unit personnel shall strategizedevelop a media campaign agg-usinge
multiple media platforms to publicize recruitment efforts.

B. The annual recruitment campaign includes, but is not limited to—thefellewing:

1. Print and digital advertising;

2. Radio advertising;

3. Television advertising;

4. Printed recruitment information;

5. Sponsoring recruitment job fairs:

6. Attending career and job fairs;

7. Social mMedia; and

8. External online job sites.
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C. Recruitment materials shawll include a description of police duties, responsibilities,
skills, as well as educatlon and phyS|caI requirements.

I~

1-85-64046-2-23— —COMMUNITYommunity OUTFREACHOutreach

A. In order to maximize the Department’s recruiting efforts,he Recruiting Unit
personnelis are+espensiblefoershall developiag and maintainiag contact with
community stakeholders and exchanging recruiting information with
outside agencies, such as the - New Mexico
Department of Workforce Solutions, educational institutions, military placement
counselors, -as-wel-asand advertising and media personnel.

1. Fhe-Recruiting Unit-personnel shall alse-consults with community stakeholders and
Community Policing GedasetsCouncils <(CPC) to receive recommended strategies
to attract a diverse pool of applicants for the purpose of attracting police applicants
members-to the AlbuguetguePelice-Department.

2. Fhe-Recruiting Unit personnel shall create and maintain sustained relationships
with community stakeholders to enhance recruitment efforts.

B. Career Fairs and Conferences

1. Recruiting Unit personnel shall be paid for thelr participation in aAny paid-career
fair, conference, or other event shal-be-paic-in-accordan consistent with
Department policy and only upon approval from the Recruiting Unit Ssupervisor.
Any free events shall be approved by the Recruiting Unit Ssupervisor prior to
attendance.

a. Career fEairs and cGonferences may be held in persons or virtually.

2. The Recruiting Unit Supervisor efthe-Resruiting-Unit-or their designee shall assign
recruiters to attend career fairs and conferences.

a. The recruiters are responsible for preparing exhibits.

-39-
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b. In cooperation with the Public Information Officer or |EiigRtheir designee,
public service announcementsRSAs} are sent to local radio and television
stations when appropriate.

c. Inthe event a career fair or conference is out =of =stown, =the Recruiting Unit
Ssupervisor shall maximize recruiting opportunities by determining if other
career fairs or events are being held in the same area that would aid in
attracting applicants. If events are identified, every effort should be made to
attend the additional event(s).

d. All travel and expenses associated with travel shall follow Department policy for
approval and payment.

C. Schools

1. Recruiting Unit personnel shall prepare students for a career in law enforcement as
part of the LengtrangesSStrateqgic Reecruitment Pplan by:

: onductlnq careerfalrs and
b. Aattendlnq classes at high schools colleges, vocational institutions, and similar
educatlonal facilities.
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1-85-74-85-71426-2-24

ANNUALNnnual RERORHNGReporting

—The-Recruiting Ugnit personnel shallsrepare p:

A.

srepare -aAannual statistical reports of recruiting activities and outcomes, including the

number of applicants, interviewees, aad-selectees, and the extent to which the Unit
was able to recruit applicants with needed skills; and=

1. TAdditienally—the annual report shall discusses any challenges to.recruiting high-
quality applicants from a broad cross section of the community. The information
from annual report is used to assist in.establishing the goals and objectives for the
following year’s Strategic Recruitment Plan.
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