ALBUQUERQUE POLICE DEPARTMENT
ADMINISTRATIVE ORDERS

SOP 3-25 (Formerly 2-10 and 4-11) P&P Draft 05/18/2022

BID PROCESS
Related SOP(s), Form(s), Other Resource(s), and Rescinded Special Order(s):
A. Related SOP(s)

3-11 Command Staff Responsibilities
3-15 Sworn Personnel Positions and Seniority

B. Form(s)

PD 3019 Beat and Area Command Familiarity Quiz
PD 3120 Problem-Oriented Policing Projects Form

C. Other Resource(s)
Bid Packet
Albuquerque and Albuquerque Police Officers’ Association Collective Bargaining
Agreement (CBA)
D. Rescinded Special Order(s)
None
3-25-1 Purpose
It is the purpose of the Department to conduct a bid among sworn personnel, consistent with
the current collective bargaining agreement (CBA) between the City of Albuquerque and the
Albuquergue Police Officers’ Association.

3-25-2 Policy

It is the policy of the Albuquerque Police Department (Department) to conduct a City-wide bid
that is based on seniority, consistent with the current CBA.

3-25-3 Definitions
A. Bid
The process by which eligible personnel select their duty assignment for the next year
as based on seniority, consistent with SOP Sworn Personnel Positions and Seniority
and the CBA.
B. Proxy

A Department employee who represents an employee absent during the bid process
who is of equal or higher rank.
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Rules

A. Bid Process

1.

Consistent with the CBA, the Department shall conduct a City-wide bid:

a. Every twelve (12) months, for Field Services Bureau (FSB) personnel; and
i. This excludes Crime Scene Specialists (CSS).

b. Every six (6) months for Metro Traffic Division sworn personnel, Open Space
Section sworn personnel, Aviation Division sworn personnel, and CSSs.

Approximately two (2) months prior to when the FSB bid would go into effect,
Operations Review Section personnel shall publish the date of the lieutenant,
sergeant, officer, and Police Service Aide’s (PSA) bids and the date the bid shall
go into effect.

a. Supervisors and Police Service Aides PSA shall bid based on the following
schedule:
i. For the lieutenant’s bid, within three (3) weeks prior to the date of the officer
bid; and
ii. For the sergeants and PSA’s bid, within two (2) weeks prior to the date of
the officer bid.
1. The Operations Review Section Lieutenant or their designee shall
publish the results of the bids as soon as practicable.
b. Department personnel who will be absent on the date of the bid shall contact
the Operations Review Section Staffing Detective to notify them of their proxy
no later than one (1) week prior to the date of the bid.

The Operations Review Section Staffing Detective shall publish a seniority roster
through the Department’s document management system for:

Lieutenants;

Sergeants;

Patrolmen First Class;
Patrolmen Second Class; and
PSAs.
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Operations Review Section personnel shall publish a tentative bid schedule in the
Department’s document management system.

On the date of the bid:

a. In order of seniority, Department personnel shall select their duty assignment
from the available options; and

b. The Operations Review Section Staffing Detective shall confirm and document
their selection.
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i. Once the duty assignment has been documented, the Operations Review
Section Staffing Detective shall be prohibited from changing the duty
assignment.

6. The Operations Review Section Staffing Detective shall compile the results from all
four (4) bids. The Operations Review Section Sergeant shall publish them in a
Department Special Order in the Department’s document managing system.

B. Bid Packet

1. The Department shall ensure that sworn personnel are familiar with the geographic
areas they serve, including their issues, problems, and community leaders; that
sworn personnel engage in problem identification and solving activities with the
community members around the community’s priorities; and ensure that sworn
personnel work proactively with other City departments to address quality-of-life
issues.

2. Sworn personnel shall complete the online bid packet within fourteen (14) calendar
days of the bid taking effect.

3. Area commanders shall ensure that all personnel have completed the bid packet
as outlined in SOP Command Staff Responsibilities.

4. The online Bid Packet shall include:

Problem-Oriented Policing Projects form;

Area Command beat map;

Neighborhood Association Contact List;

Community Police Council Contact List;

Emergency Notification Forms;

Monthly form that designates community contact information; and
For FSB sworn personnel only, beat summary form.
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5. Area commanders shall be responsible for ensuring updated area command beat
maps, neighborhood association contact lists, and Community Police Council
contact lists are emailed to Tech Services Unit personnel on a quarterly basis.

a. Tech Services Unit personnel shall update this information on a quarterly basis
on the Department’s APD Web/Protopage to ensure that personnel have the
most up-to-date information available.

6. FSB patrol sworn personnel shall complete the Beat and Area Command
Familiarity Quiz within twenty-eight (28) calendar days of the bid taking effect.

a. FSB sergeants shall review the Beat and Area Command Familiarity Quiz for
their squads, then email their squad quizzes to their watch commander. If the
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supervisors identify a deficiency, they shall counsel the officer on how to utilize
the bid packet.
i. A supervisor shall document the deficiency in an Interoffice Memorandum
and shall send it through the chain of command to the officer's commander.
b. Watch commanders shall be responsible for emailing Operations Review
Section personnel one (1) email which contains the quizzes and deficiency
memorandum for their entire watch to apdmanning@cabg.gov.
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3-25 __ BID ARANSEFERSPROCESS

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

A. Related SOP(s)

3-11 -Command Staff Responsibilities
3-15 Sworn Personnel Positions and Seniority

PD 3019 Beat and Area Command Familiarity Quiz
PD 3120 Problem-=Or|ented Policing Pr0|ects Form

C. Other Resource(s)

Bid Packet
Albuguergue and the-Albuguergue Police Officers’ Association Collective Bargaining
Agreement (CBA)}

D. Rescinded Special Order(s)

None

3-25-1 ___ Purpose

It is the purpose of the Department to conduct a bid among Efield-Ssendces-Bureay

=SBysworn personnel, 4r-aceerdaneseconsistent with the LaberMaragement
Agreementcurrent collective bargaining agreement (CBA) between the City of Albuguerque

and the Albuguergue Police Officers’ Association.

3-25-2 ___Policy

It is the policy of Held-Sepseesthe Albuquerque Pollce Department (Department) to conduct
a Ceity-wide bid_that is based on seniority, A heconsistent with the Labes
current CBA.
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Definitions #&fapplicabley

A. Bid

The process by whic E Bleligible personnel select their
duty assignment for the next year as based on &Hﬁ%%ee%semonty, as-consistent with
SOP Sworn Personnel Positions and Senlorlty S

B. Proxy

A Department employee who represents an employee absent during the bid process
who is of equal or higher rank. A

A. Bid Process
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1. Consistent with the CBA, Fthe Department shall conducts a City-wide bid:

a. Every twelve (12) months for Field Services Bureau (FSB) keuterants;
aerR-personnel:z and
i. ThIS excludeSﬁe} Crime Scene Specialists (CSS).and
b. Every six (6) months for Metro Traffic Division sworn personnel, Open Space
Section sworn personnel, Aviation Division sworn personnel, and Seame-Seene
Speciaksts{ 3

2. Approximately two (2) months prior to when the FSB bid would goes into effect,the
Operations Review Section personnel shall publish the date of the-pattelmans
lieutenant, sergeant, officer, and Police Service Aide’s (PSA) bids and the date the
bid shall go into effect.

o

BepartmentSupervisors and Police Service Aides £PSA3s personnelshall bid
based on the following schedule:
——For the lieutenant’s bid, within threesse (32) weeks prior to the date of the

officer gﬁﬁ@%bld and

ii. For the sergeantss and PSA s bid, W|th|n twoere (24) weeks prior to the
date of the-patrelmans officer bid.
1. The Operations Review Section Lieutenant or their designee shall
publish the results of the bids as soon as practicable.

—

b. bepartment personnel who will be absent on the date of the bid shall contact
the Operations Review Section MarairgStaffing Detective to notify them of their
proxy no later than one (1) week prior to the date of the-satrelman’s bid.

3. The Operations Review Section ManaingStaffing Detective shall publish a seniority
roster through the Department’'s document management system for:

Lieutenants;

Sergeants;

Patrolmean First Class;
Patrolmean Second Class; and
Police-SepseehAideLf 3}
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4. QOperations Review Section personnel shall publish a tentative bid schedule in the
Department’'s document management system.

5. On the date of the bid:

a. In order of seniority, Department personnel shall select their duty assignment

-3-



ALBUQUERQUE POLICE DEPARTMENT
ADMINISTRATIVE ORDERS

SOP 3-25 (Formerly 2-10 and 4-11) P&P Draft 05/18/2022

from the available optionskidspesiteas; and
b. The Operations Review Section MasairgStaffing Detective shall confirm and
document their selection.
i. _Once the duty assignment has been documented, the Operations Review
Section MasrirgStaffing Detective shall be prohibited from changing the
duty assignment.

6. The Operations Review Section MaraiagStaffing Detective shall compile the
results from all threefour (43) bids. -aretThe Operations Review Section Sergeant
shall publish them in a Department Special Order in the Department’s document
managing system.

&B. Bid Packet

1. ARBThe Department shall ensure that effiseessworn personnel are familiar with the
geographic areas they serve, including their issues, problems, and community
leaders; that sworn personnel engage in problem identification and solving
activities with the community members around the community’s priorities; and
ensure that sworn personnel work proactively with other Ceity departments to
address quality-of-life issues.

1.2. Offieers-Sworn personnel shawill complete the online bBid pRacket within

fourteen (14) calendar days of the bid taking effect.

3. Area ceéommanders shaw4ll ensure that all personnel have completed the bid
packet eensistentas outlined in=with £See-SOP —Command Staff Responsibilities.

= )
4. The online Bid Packet shaw4ll include:

Problem-=Oriented Policing Projects form:=

Area Command beat map;=

Neighborhood Association Contact List;=

Community Police Council Contact List;=

Emergency Notification Forms;=

Monthly form that designates community contact informations; and

For FSB sworn personnel only, Beatbeat summary form-derfield-sepsices

efficers-onhy).

5. Area commanders shaw4ll be responsible for ensuring updated area command beat
maps, MNeighberheed-neighborhood Assesiatien-association Seatast-contact
Hstslists, and Community Police Council Seatast-contact Hsts-lists are emailed to
Ttech Sservices Unit personnel on a quarterly basis.
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a. Tech Sservices Unit personnel shawill update this information on a quarterly
basis on the Department's APD Web/Protopage to ensure that effieers

personnel have the most #pdated-up-to-date information available.

6. FSB Bpatrol sSworn pRersonnel shall complete the Beat and Area Command
Familiarity Quiz BeatOuizwithin twenty-eight (28) calendar days of the bid taking
effect.

a. FSB Ssergeants shall review the Beat and Area Command BeatFamiliarity Quiz
for their squads &H%then email thelr squad quizzes to their watch commander

. If the supervisors identify a
def|C|ency, they shaII counsel the offlcer on how to utlllze the bid packet.

i. A supervisor shall document Ftheis deficiency-shat-be-dosumented in an
Interoffice mMemorandum whishand shall be-sentsend it through the chain
of command to the Sofficer's commander.

ab. Watch commanders shall be responsible for emailing Operations Review

Section personnel -one (1) email which contains the quizzes and deficiency

memorandum for their entire watch to

sapdmanning@cabg.gov.
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