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Recommendaﬁons from officials in command positions other
than the losing and gaining elements may be made but are not

necessary.

When final action is completed by the appropriate approving
authority, the original and one copy of the PD Form 681 shall
be forwarded to the Personnel Liaison Officer.

Commanding officers, upon the return of the PD Form 681 from
the Personnel Liaison Officer, shall:

(1)  Advise the member of the decision;

(20  Require the member to acknowledge this notification by
affixing their initials on the copy of PD Form 681; and

(3) Insert this copy of PD Form 681 in the member’s element
personnel folder.

2. For change in assignments of sworn and civilian members. )

A change in assignment may only occur if an authorized vacan-
cy exists.

If a request for a change in assignment of a sworn member is
approved, the commanding officer shall prepare a PD Form 682
(Notification of Position Assignment) in triplicate and forward it
to the Administrative Services Officer.

A D.C. Standard Form 52 shall then be prepared and forwarded
to the Personnel Liaison Officer for both ‘sworn and civilian

members.

The Personnel Liaison Officer shall:

1. If a vacancy exists, and the request for a transfer is approved:

Prepare a D.C. Standard Form 52 to effect the transfer for both
sworn and civilian members; and

Forward the form to the Director, Office of Finance and Re-
source Management, and t_he D.C. Office of Personnel.
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2. include the original copy of the PD Form 681 in the sworn member’s
master personnel file, and forward the remaining copy of PD Form 681 for information to
the commanding officer of the organizational element to which member had made the

request.

3. Publish notices, listing the title, job series, grade and organizational
element of each existing or anticipated civilian vacancy within the department. Each
notice shall be dated and serially numbered.

' 4. Post the vacancy announcement on the civilian personnel bulletin
board located in the corridor outside the office of the Personnel Liaison Officer, Metropoli-

tan Police Department.

5. Evaluate the experience of each applicant based on the standards
established by the Office of Personnel Management.

6. Forward the applications of all qualified persons to the commanding
officer of the organizational element in which the vacancy exists.

7. Notify those applicants who were not selected for the position.

8. Forward to the department’s Equal Employment Opportunity Officer
one copy of the PD Form 161 (Referral and Selection Register).

9. Ensure that no appointment shall be made to any civilian position
above the entrance grade level until such position has been announced in accordance
with the provisions of this order and all applications received from civilian employees of
the department within the opening period have been considered.

a. In the event that no applications are received for an announced
civilian position vacancy or that those individuals applying do
not posses the required technical or professional skills, as
determined by the Personnel Liaison Officer, the Personnel
Liaison Officer shall be authorized to fill such a civilian position
vacancy without adhering to the procedures outlined in this

order.

b. The procedures of this order shall not apply to the promotion of
incumbents to positions which are reclassified at a higher
grade.
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Cc. Commanding Officers.

Each commanding officer shall be responsible for:

1. Erecting one or more bulletin boards within their command area,
ensuring that the locations are sufficient in number and accessible to every member of
the command.

2. Posting all notices listing personnel vacancies issued by the Personnel
Liaison Officer on the bulletin boards.

3. Anticipating vacancies within their command and giving written notice
to the Personnel Liaison Officer, as soon as it is definite that such a vacancy will exist.

4. Contacting qualified personnel to arrange for interviews.

5. Interviewing qualified applicants for announced civilian personnel
vacancies.

6. Completing and forwarding an original and one copy of PD Form 16°
(Referral and Selection Register), without delay, to the Personnel Liaison Officer, )
including a brief statement setting forth the basis for selection of the individual chosen.

7. Returning all Siandard Form 171's (Personal Qualifications Statement)
submitted for the position to the Personnel Liaison Officer.

7 P d ~
Fred-Thomas

Chief of Police
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