
6030 PERSONNEL RECRUITMENT AND SELECTION 

 A. Policy 

  The department seeks to obtain qualified recruit police agents and civilian 
employees.  To obtain candidates of the highest caliber, it is essential that the 

department participate in the recruitment process.   

 B. Procedure 

  1. Recruitment and selection of personnel shall be a joint responsibility of the 

commander of the Professional Standards Section and Human Resources. 

2. A Selection Manual specifying details of each element in the recruitment 

and selection process for Agents shall be maintained by the Commander of 
the Professional Standards Section. 

 
3. The Professional Standards Commander shall oversee a department 

Recruitment Team, which is reflective of the diversity in the department. 

Personnel assigned to assist with recruitment shall receive training from 
Human Resources and outside sources, when available, to ensure a 

working knowledge of EEO and hiring policies. 

  4. Recruitment and selection of civilian positions shall be coordinated by the 

Division Chief, or his/her designee with Human Resources. 

  5. The police department strongly supports the City's goals of seeking 
diversity in its work force. Whenever possible, minority members of the 

department shall be used in the recruitment efforts.   

  6. A recruitment plan for full-time sworn personnel will be maintained by 

Professional Standards. The plan will be reviewed and revised if necessary 
prior to each recruitment of police agents to ensure objectives are being 

met.  

 C. Rule 

  1. All elements of the selection process shall be administered, scored, 

evaluated, and interpreted uniformly. 

6031 EMPLOYMENT RECORDS REQUESTS 

 A. Policy 

  The Police Department frequently receives requests for the employment records of 
former employees.  The department recognizes the need to protect the 

confidentiality of these records, and also the responsibility for properly furnishing 

relevant information to other agencies and employers. 



  It is also recognized that many informal requests for information about former 

employees are received.  It shall be the policy of the department to respond to 
these requests in a professional and appropriate manner. 

 B. Procedure 

  1. All employment records requests received by personnel of the Police 
Department shall be forwarded to the Professional Standards Section. 

  2. The commander of the Professional Standards Section, or his designee, 
shall forward the request to a department supervisor who is familiar with 

the former employee's performance. 

  3. Employment information requests from other employers shall be answered 

only upon receipt of a notarized waiver of liability signed by the former 
employee. 

  4. In some cases, forms requesting specific information about former 

employees are provided with the request.  Upon completion of this form, 

the assigned employee shall sign and forward it to the Professional 
Standards Section commander.  If a form is not provided, the assigned 

employee shall complete a letter to the requesting agency on department 
stationery. 

  5. The commander of the Professional Standards Section, or his designee, 
shall review all completed employment records requests to ensure that 

only proper information is being released.  The amount of information to 
be released shall be governed by the waiver signed by the former 

employee.  If the waiver is limited, only that information authorized by the 
waiver shall be released.  If the waiver is a general waiver, all requested 

information may be released. 

  6. Employees receiving requests as personal references may answer those 

requests, but not on department stationery.  Personal references shall 
contain a statement that the views contained therein may not necessarily 

reflect those of the department or City administration. 

 C. Rule 

  1. Without a notarized waiver of liability signed by the former employee, only 
the date of hire, date of termination, and position held shall be released. 

  2. When the request for information is initiated by the Colorado Department 

of Employment and Training, employment records shall be released upon 

demand without need for a waiver. 

 

 

 



6032 REHIRING OF FORMER POLICE AGENTS 

 A. Policy 

  The department recognizes the value of the training and experience residing in its 
former sworn personnel who are still commissioned as Colorado peace officers.  

Procedures shall be established to ensure that these individuals are considered for 
rehiring in a consistent manner to assure that their interests as well as those of the 

department are well served. 

 B. Procedure 

  1. The rehire of former, sworn employees shall only be considered when one 

or more vacancies exist in the sworn ranks of the department. 

  2. Former sworn members of the department who express an interest in 

being rehired, as sworn employees shall be referred to Human Resources. 

  3. When contacted by former, still-commissioned sworn personnel seeking 

reinstatement, Human Resources shall advise the Professional Standards 
Section Commander.  The commander or his/her designee shall, with the 

assistance of Human Resources, conduct a review of the sworn 
employee’s previous work performance, to include performance review 

and development reports and personnel investigations records.  Former 

supervisors and peers of the applicant also may be interviewed. 

  4. Following their review of the ex-employee’s past performance, the 
applicant may be disqualified for consideration for rehiring as set forth in 

Section 4.03.050 of the City’s Personnel Policies, if Human Resources and 

Administrative Services representatives determine that the rehiring of the 
individual would not be in the best interests of the City and the police 

department, the applicant will be so advised by the police department 
representative. 

   If it is determined that the applicant may continue in the process, the 
following procedure shall apply: 

 a. The former employee shall complete the same application 

material, including personal history forms, required of recruit 

applicants. 

 b. Applicants who have been out of the department for over six 
months shall submit to a polygraph examination and psychological 

screening. 

 c. Applicants may be interviewed for their suitability for re-

employment by a panel consisting of one member of Human 
Resources and one supervisory level member each from the 

Professional Standards Section and Patrol Division. 



 d. Applicants who pass the interview may be subjected to a 

background investigation coordinated by the Professional 
Standards Section. 

  e. Results of the interview and background investigation shall be 

presented to Command Staff by the Professional Standards 

Section commander or his designee.  The decision of the Chief of 
Police on whether or not to make a contingent job offer to the 

applicant shall be final.  The Professional Standards Section 
Commander or his designee shall communicate that decision to 

the applicant. 

f. A job offer shall be contingent upon the applicant’s passing the 

department’s medical and physical ability exams and psychological 
screening. These exams may be waived for ex-employees who 

have been out of the department less than six months. 

C. Rule 

 1. Unless the former sworn employee has been out of the department less 

than 30 days, he/she shall start over in accruing seniority. 

 2. The beginning pay rate for a rehired, former sworn employee shall be 

determined by agreement of Human Resources and the Chief of Police or 
his designee. 

 3. Any returning sworn employee shall be rehired at the position of police 
agent. 

 
6033 LATERAL ENTRY PROGRAM 

 
A. Policy 

 
The department recognizes the value of hiring experienced and trained police 

personnel through a lateral entry program.  Procedures shall be established 

which set forth the requirements for lateral entry with the department. 
 

B. Procedure 
 

 1. When the hiring of lateral entry agents is deemed appropriate, the 
department shall contact Human Resources for assistance in establishing a 

timeline for a hiring process. 

 2. Lateral entry applicants must possess a 4-year degree in any discipline 

from an accredited institution of higher learning. 

 3. The applicant must be POST certified in the State of Colorado with an 

active POST certification.  The POST certificate cannot be expired. 



 4. The applicant must meet the hiring requirements for the City of Lakewood 

to include medical, psychological and physical abilities test. 

 5. The applicant must be an active police officer, or been employed in that 
capacity within the past three years, in the State of Colorado and have 

been engaged in municipal, county or state law enforcement. 

 6. The applicant must have at least one-year experience as a patrol officer, 

beyond an academy setting. 

 7. The hiring process shall consist of the completion of an 

application/personnel history statement, oral board, polygraph exam, 
background investigation, psychological evaluation, medical examination, 

and essential functions test. 

 8. After the testing process is completed, a list of qualified lateral entry 

agents shall be established.  The list will be good for one year from the 
date it was established. 

 9. The salary for lateral entry agents will be established with the assistance 
of DER.  Salaries shall be set based upon the total years of experience.  

 10. The Professional Standards Section will establish a training curriculum for 

lateral entry agents.  This curriculum may vary depending upon the needs 

of the lateral agent and specific training areas identified by the 
department.  

 

6034 MILITARY DEPLOYMENT AND REINTEGRATION 

 A. Policy 
 

The military deployment of personnel presents unique challenges for the 

employee as well as the police department. The Lakewood Police Department 

recognizes these challenges and is committed to making the transition to and 

from military deployment as seamless as possible by establishing procedures is 

to be followed when an employee is deployed. This applies to any branch of 

military service covered under the Uniformed Services Employment and 

Reemployment Rights Act.  

B. Procedure 

1. This procedure applies to personnel with military activations exceeding a 

period of 180 consecutive days for pre-deployment, deployment, and post 

deployment. Military activations for less than 90 days shall be in accordance 

with Administrative Regulation II-Q. 

 

2. Employees seeking a military leave of absence will provide advanced written 

notice of his/her intent to take military leave to the employee’s  supervisor 



and Human Resources, unless advanced notice is precluded by military 

necessity or is otherwise not practical based on the circumstances.   Such 

notice should include the anticipated dates of mobilization to facilitate 

scheduling, leave authorization, and the continuation of the employee’s 

salary and benefits.  

 

3. A pre-deployment checklist will be completed by the employee’s supervisor 

and forwarded through the employee’s chain of command to the Professional 

Standards Section along with a copy of his/her military orders. 

 

4. The department and the employee shall comply with all applicable state and 

federal regulations in regard to employee and employer rights, 

responsibilities, and minimum requirements.  

 

5. The Professional Standards Commander shall be the point of contact and 

serve as the liaison between the employee and the department during the 

employee’s absence. Duties may include: 

 

a. Keeping up-to-date status on the employee and provide the 

information to the employee’s immediate supervisor.  

b. Establishing a means for communication with the employee while 

deployed (phone, email, PowerDMS). To the extent practical, these 

means of communication should be utilized to notify the deployed 

employee of department news, significant events, specialized 

assignments or promotional opportunities. If means of 

communication change during a deployment, it shall be the 

employee’s responsibility to notify the department of any change. 

c. Assisting in the care and oversight of the employee’s family and 

personal matters should the need arise. 

d. Ensuring that all requirements of this policy are completed by the 

deployed employee. 

 

6. The Human Resources, Benefits Manager, or designee, shall be the point of 

contact for the employee reference benefits and related questions. Prior to 

departure, the deployed employee shall meet with a representative from 

Human Resources to review work requirements and benefits provided to the 

employee. 

 

7. The supervisor of the deployed employee shall determine what agency 

equipment shall be submitted for safekeeping and storage including the 

following items:  any department owned weapons; Taser; cell phone; 

chemical agents; and departmental keys. All equipment that is required to be 

turned in for storage and safekeeping shall be submitted to the Property 

Section. 

 

8. Reintegration is the gradual, pre-determined steps, set by the department, 

which are intended to give returning military employees the opportunity to 

more comfortably, and successfully, reintegrate themselves into their position 

within the department after deployment. Upon returning to work following a 



deployment, an interview with the Professional Standards Commander shall 

be conducted as soon as practical. The reintegration interview shall include 

but is not limited to the following: 

 

a. An update on current state of the department and any other relevant 

news; 

b. A review of training requirements to be completed before an 

employee can return to full duty. Training requirements shall include 

any missed mandatory initial/refresher training, weapon(s) 

recertification, and any other training deemed necessary by the 

department. This shall include a review of policy changes that 

occurred during the employee’s absence.  

c. A review of the department’s Employee Assistance Program (EAP) 

and Peer Support Program that may provide the employee with  

counseling services to ensure they are aware how to access such 

services if needed. 

 

9. After the return from military deployment, the employee shall meet with a 

psychiatrist, or other mental health professional within two weeks of the 

return to full-duty.  That meeting may include the employee's spouse, 

significant other, relative or friend and shall be provided at no expense to the 

employee.  The purpose of this meeting is to establish communication with 

an outside counseling support system.  Further meetings may be optional 

and at the employee's discretion, unless a duty fitness examination is 

ordered per the City's policies. 

 

10. Subsequent to the reintegration interview, a determination will be made by 

the employee’s chain-of-command as to whether the employee must 

complete a retraining program that includes an assignment to a field training 

agent.  This determination will be based on the best interests of the 

department and will take into account such factors as the length of the 

employee’s deployment, the employee’s level of experience prior to 

deployment, and the nature of the position to which the employee will be 

assigned.  

 

11. As soon as practical, prior to full return to duty, the employee may be 

required to meet with Human Resources to review work requirements and 

the current state of the employee’s benefits. 

 

12. The returning employee will contact the Property Unit and/or their Supervisor 

and request re-issuance of all required clothing and equipment. 

 

C. Rule – None 

6040 COURT LIAISON UNIT 

 B. Procedure 



  1. Agents subpoenaed into court during times conflicting with other court 

appearances, vacation, holiday, training, or other leave shall bring the 
conflict to the court liaison clerk's attention as soon as possible by 

completing the appropriate memorandum. 

  2. Sergeants shall be responsible for checking subpoena folders daily to 

ensure there has been proper distribution of subpoenas to their personnel. 

   a. If there is a subpoena for an employee who is on leave or 
otherwise unable to respond, the sergeant shall: 

    1) Return the subpoena attached to a court conflict 
memorandum to the Court Liaison Unit explaining the 

conflict and giving the dates of the employee's absence. 

    2) Check with the Court Liaison Unit and the affected 

employee to determine if a court conflict notice was 
submitted by the employee and logged by the Court 

Liaison Unit. 

   b. Each sergeant shall be responsible for his team members. 

   c. When a sergeant is on leave or otherwise absent he shall, prior to 

beginning the leave, arrange for another sergeant or acting 

supervisor to check the subpoena folders as required by this 
section. 

  3. The court liaison clerk shall bring any conflicts to the appropriate agency's 

attention for resolution and then relay the response to the subpoenaed 

employee.  If a conflict still exists, the subpoenaed employee shall present 
the conflict to his supervisor.  Should an employee receive a subpoena 

prior to going on leave wherein a response to a court conflict is not likely 
in the time available, that employee shall inform his supervisor for 

direction in the matter. 

  4. Agents shall appear as subpoenaed unless notified to the contrary. 

  5. The Division of Motor Vehicle (DMV) will grant continuances or reschedule 

DMV hearings for police agents if the request is received at least seven 

days before date of hearing.  Requests shall be forwarded to the Court 
Liaison Unit.  Agents shall attend DMV hearings unless a conflict exists 

with another court case or with scheduled leave. 

  6. The following procedures shall be utilized by the Court Liaison Unit and by 

employees in acceptance of subpoenas: 

   a. Subpoenas from defense attorneys and public defender's office: 

    (1) Police employees shall make themselves available while 

on duty to receive service of subpoenas issued by defense 
attorneys pertaining to traffic and criminal cases. 



    (2) Such subpoenas shall not be accepted by the Court 

Liaison Unit on behalf of an employee unless the court 
liaison clerk has first received the employee's permission 

to do so and the subpoena is received at least seven days 
prior to the scheduled trial or hearing. 

  (3) Subpoenas, which are faxed to the department are not an 
accepted means of service and shall not be accepted.  

The entity faxing a subpoena as service shall be advised 
by the Court Liaison Clerk that the subpoena has not 

been properly served and will not be accepted. 

   b. Civil subpoenas: 

    (1) Employees shall make themselves available while on duty 

to receive service of civil subpoenas to appear as a 

witness in cases, which involve a matter arising out of the 
course of employment. 

    (2) Such subpoenas shall not be accepted by the Court 

Liaison Unit on behalf of an employee unless the court 

liaison clerk has first received the employee's permission 
to do so. 

    (3) The Lakewood Police Department is under no obligation 

to advise the process server as to when an employee can 

be served with a subpoena, if the subpoena is for a 
matter, which does not arise out of the course of 

employment. 

   c. Subpoenas duces tecum: 

    (1) The Court Liaison Unit may accept a subpoena to testify 

and produce records that is addressed to the Records 
Section or the department. 

    (2) If the subpoena is directed to an employee to testify at a 
case that he has worked on, it shall be directed to the 

employee. 

    (3) If the subpoena involves a matter in which the 

department or departmental employees are being sued, 
the legal advisor shall be informed. 

   d. Lawsuits or civil complaints: 

    (1) Employees shall make themselves available while on duty 
to receive service of lawsuits or civil complaints, which 

involve conduct arising out of the course of their 

employment. 



    (2) Such lawsuits or civil complaints shall not be accepted by 

the Court Liaison Unit on behalf of an employee unless 
the court liaison clerk has first received the employee's 

permission to do so. 

    (3) Lawsuits against the City of Lakewood or the Lakewood 

Police Department shall not be accepted by the court 
liaison clerk.  The process server shall be referred to the 

Office of the City Clerk. 

    (4) The Police Department shall be under no obligation to 

advise the process server as to when an employee can be 
served with a lawsuit, if the lawsuit does not arise out of 

the course of employment. 

  7. The following procedures are utilized for service of subpoenas to 

employees: 

   a. County and district court subpoenas: 

    (1) Only the 2 - part subpoena, subpoena to testify, and 

return of service shall be served to employees. 

    (2) Upon receipt, employees shall sign the return of service 

part and promptly return it to the Court Liaison Unit for 
processing. 

    (3) The subpoena to testify portion shall be retained by the 

subpoenaed employee. 

    (4) The Court Liaison Unit shall retain a copy of the return of 

service in personnel files maintained by the Professional 
Standards Section. 

   b. City court subpoenas: 

    (1) The employee shall receive 2 copies of the City court 
subpoena. 

    (2) The employee shall retain one copy and sign the other 
copy that shall be returned to the Court Liaison Unit for 

processing. 

    (3) The Court Liaison Unit shall retain the signed copy in the 

personnel files maintained by the Professional Standards 
Section. 

  8. In cases of scheduling conflicts between courts, the following priorities of 
appearance are established: 

   a. Federal court 



   b. District court 

   c. County court 

   d. Municipal court 

   e. Division of motor vehicle hearings 

  9. Agents appearing in court unnecessarily due to prior cancellations or 

dispositions shall bring this fact to the court liaison clerk's attention on the 
appropriate form. 

  10. When an employee is unable to appear as subpoenaed due to sudden 

illness or personal emergency, the employee shall immediately notify an 

on - duty supervisor.  The supervisor shall contact the court liaison clerk 
who shall make notification to the affected agency. 

  11. Upon receipt of a subpoena, the agent shall review his notes and copies of 

reports, summons, etc., in order to detect any problems that may affect 

the successful prosecution of the case.  In the event a potential problem is 
detected, the agent shall contact the Offices of the City Attorney or District 

Attorney not later than one week prior to the trial date and arrange a time 
to discuss the case with the prosecuting attorney. 

  12. The following procedures should be used for service of a Jefferson County 
Court Subpoena to Testify used in traffic infraction cases: 

   a. Once a police agent receives a subpoena in a traffic infraction 

matter, he should determine if witnesses need to be subpoenaed.  

If witnesses are needed, the agent should complete a Traffic 
Infraction Subpoena Request and forward it to the Court Liaison 

Clerk. 

   b. Information necessary for a subpoena to be issued includes name 

of defendant, date of birth, date and time of hearing, Division of 
Court, County Case Number, Type of Offense, the name and 

address of each witness. 

   c. The Court Liaison will type out a subpoena.  The completed 

subpoena should be mailed or personally delivered to the Clerk of 
Court.  The Clerk of Court will issue the subpoena by signing it 

and affixing the court seal.  The subpoena, with post card, should 
be mailed to the person subpoenaed. 

   d. If the person subpoenaed refuses to waive personal service as 
provided by the post card, or if the subpoena needs to be 

personally served, the Clerk of the Court can issue a subpoena for 
personal service if requested. 

   e. The Court Liaison will maintain a log of all subpoenas issued. 



 C. Rule 

  1. Department employees shall accept service of all subpoenas addressed to 

them, which arise out of their employment and shall comply with the 
instructions thereon except as otherwise ordered by the chief of police. 

  2. Agents shall appear in court to give testimony and other evidence at the 
specified time and place and dressed in uniform or appropriate civilian 

attire. 

  3. Agents shall not conduct extraditions when scheduled for court. 

  4. Agents shall check the subpoena folders each working day and shall 

promptly sign and return subpoenas to the Court Liaison Unit. 

 

 


