
 

     AGENDA 

REGULAR MEETING OF THE MAYOR AND COUNCIL 

March 12, 2019 

SEAFORD CITY HALL – 414 HIGH STREET 

 

 

7:00 P.M. – Mayor David Genshaw calls the Regular Meeting to order.                

- Invocation  

- Pledge of Allegiance to the Flag of the United States of                      

America.  

- Changes to agenda for this meeting. 

- Approval of minutes of the regular meeting on February 

26, 2019.  

- Approval of the minutes of the City Planning Session held 

on February 22, 2019.  

 

ALL ITEMS ON THIS AGENDA MAY OR MAY NOT BE VOTED ON. 

 

CORRESPONDENCE: 

 

1.  

 

NEW BUSINESS: 

 

1. Present for approval 2019 Power Cost Adjustment Clause (PCAC) 

relevelization options and utility revenue shift impacts.  

 

2. Present for approval proposed changes to electric rates and 

customer charges for Residential, Commercial Non-Demand, 

Commercial with Demand and Medium General Service rate class 

customers.  

 

3. Present for approval revisions to the Fee and Rate Schedule to 

include proposed changes to the PCAC, customer charge and 

rate maintenance changes. 

 

4. Present for approval a request from The Residence at River 

Place, LLC owners to extend a Real Estate Tax Abatement to a 

recently subdivided parcel; #431-5.00-314.03 from the original 

approval for parcel #431-5.00-314 granted by the City Council 

on September 13, 2016. 

 

5. Present for approval proposed changes to the Seaford Police 

Department General Orders Manual (GOM) Section 3/960 

Promotional Process.  
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6. Present for approval proposed color and logo design revisions 

to the patrol vehicles of the Police Department. 

 

7. Bids – High Street Landscaping  

 

8. Bids – Maintenance (landscaping at several City facilities). 

 

9. Bids - Vermeer Trencher (Property Disposal) 

   

  OLD BUSINESS: 

 

1.  

 

 

 REMINDER OF MEETINGS & SETTING NEW MEETINGS: 

  

1.  
 

 

Municipal Election – April 20, 2019 

 The City of Seaford Municipal Election will be held on Saturday, 

April 20, 2019 in the City Council Chambers, City Hall, 414 High 

Street, between the hours of 7:00 a.m. E.S.T. and 3:00 p.m. E.S.T. 

One (1) Council Member will be elected for a (3) year term. 

 All candidates must have filed by 5:00 p.m., E.S.T., February 

22, 2019.  Registration can be completed at City Hall, 414 High 

Street, Seaford, DE. Registration hours are Monday through Friday, 

8 a.m. until 5:00 p.m. or by appointment if you cannot register 

during these normal business hours. Any candidate who withdraws 

his/her name must do so in writing.  Any candidate who withdraws 

his/her name after 5:00 p.m., E.S.T., February 22, 2019 will still 

appear on the official ballot for election.  

 Anyone eighteen (18) years of age or older who is a bona fide 

resident to be eligible to vote must have been registered at the 

Seaford City Hall by 5:00 p.m., E.S.T., March 22, 2019.  A 

nonresident property owner to be eligible to vote must be owner of 

record for a period of six (6) months immediately preceding the date 

of the Annual Municipal Election (October 20, 2018) and shall have 
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one vote provided he or she is registered on the “Books of 

Registered Voters” maintained at the City Hall.  Registration hours 

are Monday through Friday, 8 a.m. until 5 p.m. or by appointment 

if you cannot register during these normal business hours. 

 The City of Seaford has independent registration procedures 

for the Annual Municipal Election.  To vote, you must meet the 

eligibility requirements and be registered on the “Books of 

Registered Voters” maintained at City Hall. 

A person shall be required to register only one time.  You are 

urged to check your registration if you did not vote in the last 

municipal election.  If you have moved out of the City after your 

original registration, you will need to check your registry to assure 

you are an eligible voter. 

 All voters will need to show proof of residency which may be a 

State of Delaware driver’s license, a State of Delaware identification 

card, a federal or state tax return with address, a City of Seaford 

utility bill or real estate property tax bill, or other acceptable proof of 

residency or ownership. 

 

CANDIDATES FILED AS OF 3/4/19: 

Matthew MacCoy has filed for City Council 

Jose Santos has filed for City Council 

 

COMMITTEE REPORTS:  

 

1. Police & Fire – Councilman Dan Henderson  

2. Administration – Councilman Orlando Holland  

3. Code, Parks and Recreation – Councilman James King  

4. Public Works & WWTF – Councilwoman Leanne Phillips-Lowe  

5. Electric – Councilman William Mulvaney  

 

Mayor Genshaw solicits a motion to adjourn the regular Council 

meeting. 
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NOTE:  Agenda shall be subject to change to include or delete 

additional items (including executive session) which arise at the time 

of the meeting.   (29 Del. C.  S1004 (e) (3)) 

 

Date Posted:  3/4/19 

 

Posted by:  TNT 































































































































































SEAFORD POLICE DEPARTMENT  09/97 

  REISSUE DATE 01/01; 03/08; 06/15; 02/16; 6/18; 3/19 

3/960   PROMOTIONAL PROCESS 

 

3/960.05 POLICY 

 

It is the policy of the Seaford Police Department to promote those persons best qualified to 

perform its work, and to provide promotional opportunities for the full use of employee 

skills and abilities.  Additionally, the department’s promotion policy is to fill higher level 

positions from the ranks of current employees, provided there are a sufficient number of 

qualified applicants. (34.1.1) 

 

The vitality of the department is maintained through the selection and promotion of the 

most qualified personnel to positions of increased responsibility.  The department must 

assist in the selection process by accurately rating and evaluating candidates for promotion, 

and by advancing the most qualified. 

 

 

3/960.10 PURPOSE 

 

The purpose of this directive is to provide information to serve as a comprehensive manual 

for the promotion system of the Seaford Police Department. (34.1.3) 

 

It shall be the sole source of governance of the promotion system, and shall contain 

procedures which are job related and non-discriminatory. (34.1.4) 

 

The process described herein shall reflect a philosophy of openness, equality, and fairness 

so as to enhance the credibility of the promotion system among candidates, as well as the 

public and those making the selections. 

 

 

3/961  DEFINITIONS 

 

TIME-IN-SERVICE – The aggregate amount of time calculated in years, which an 

applicant has served as a police officer with the Seaford Police Department. 

 

TIME-IN-GRADE – The amount of time calculated in years, which an applicant has 

continually served in his present rank.  Only continuous, unbroken service in present rank 

shall be considered.  Prior service in present rank shall not be considered if termination of 

prior service in present rank was a result of reduction/demotion in rank.  Time served 

“acting” in present rank shall not be considered. 

 

POLICE OFFICER – A member of the Seaford Police Department serving either as a 

Recruit or as a sworn, certified, full-time police officer. 

 

LAW ENFORCEMENT – Anyone defined under Title 11 Section 9200 subsection (b) of 

the State of Delaware Criminal and Traffic Law Manual.   
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APPLICANT – A police officer who has filed an application to be considered as a 

candidate for promotion to a higher rank.  The term “candidate” is synonymous with the 

term “applicant”. 

RANK – Those steps within the hierarchy of the department such as Patrolman (Ptlm.), 

Patrolman First Class (Pfc.), Corporal (Cpl.), Senior Corporal (Sr. Cpl.), Master Corporal 

(MCpl.) Sergeant (Sgt.), Lieutenant (Lt.), Deputy Chief, and Chief of Police, and all other 

such steps which may be created in the future. 

 

TIME – When calculating Time-In-Grade or Time-In-Service, the starting point for such 

calculations shall be the first day of the month on which the applicant entered his present 

rank, or service in recruit status, respectively.  The ending point for such calculations shall 

be the projected date upon which the announced promotion will become effective. 

 

PARTIAL POINTS – When calculating points for Time-In-Service and Time-In-Grade, 

they are to be calculated out to the nearest tenth based on completed month.  For purposes 

of this directive, “completed month” is a month where at least 15 days are completed. 

 

ROUNDING OF FRACTIONS OF POINTS – All fractions of points are to be rounded off 

to the nearest hundredth. 

 

COMPOSITE SCORES – The total score based upon an aggregate of all the component 

scores of the promotional system as described further herein. 

 

WORKING DAYS – Are defined as those days on which the employee is scheduled to 

work, even if those days include Saturdays, Sundays, and legal holidays observed by other 

City employees. 

 

EFFECTIVE DATE – The date upon which the promotion would become effective, if 

granted. 

 

 

3/962  RESPONSIBILITIES WITHIN THE PROMOTIONAL PROCESS 

 

3/962.05  ROLE OF THE CHIEF OF POLICE 

 

The Chief of Police is responsible for the creation, organization, and administration of a 

comprehensive employment program for the department.  This employment program 

includes the functional area of promotion.  Any delegation of specific duties associated 

with the administration of the promotional process does not represent any relinquishment 

of that authority by the Chief of Police.  Specific responsibilities include, but are not 

limited to: (34.1.2) 

 

1. Approval of position descriptions for inclusion in the City of Seaford Position 

Classification System, including any prerequisites for eligibility for consideration. 

 

2. Announcement of vacancies, and processes to be used to fill those vacancies. 
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3. Receipt of applications. 

 

4. Disqualification of applicants. 

 

5. Preparation of relevant examination components and procedures tailored to meet 

the needs of the department and which are job-related, non-discriminatory, and 

measure the skills, knowledge, and abilities of employees for positions. (34.1.4) 

 

6. Assuring all examinations are in compliance with the City’s Equal Employment 

Opportunity commitments, programs, practices, and policy. (34.1.4) 

 

7. Establishing, maintaining, and periodically purging promotional eligibility lists for 

positions in the department that are necessary to meet its needs.  Promotional 

eligibility lists shall remain in effect until the next promotional process, unless they 

become exhausted or are closed by the Chief of Police. 

 

8. Selecting and assisting in the development of measurement instruments that are 

used in determining skills, knowledge, and abilities of employees for positions. 

 

9. Conducting oral interviews of candidates qualified for promotion. 

 

10. Administering probationary periods for new promotees. 

 

11. Removing from eligibility lists the name of any applicant who has been placed on 

the list if it is determined that any of the following conditions exist: 

 

a. The applicant has intentionally made a false statement in his application. 

b. The applicant fails to respond for an interview when properly notified. 

 

12. Notifying each applicant of the removal of their name from the eligibility list and 

the reason for removal. 

 

13. Periodically reviewing and revising the promotional system and process. (34.2.3) 

 

 

3/963  PROMOTIONAL PROCEDURE 

 

3/963.05 EXAMINATIONS 

 

The promotional process of the Seaford Police Department shall apply to all uniformed 

ranks applicable to certified full-time police officers.  All promotions shall be made 

according to merit.  Merit may be determined by examinations or other standards approved 

by the Chief of Police and/or the City Manager. 
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Examinations shall relate to those matters which will test fairly the capacity and fitness of 

the candidate to discharge effectively the duties of the position for which the examinations 

are held. 

 

Examinations may be written, oral, performance based, or any combination of these.  Such 

tests may take into consideration such factors as education, experience, aptitude, 

knowledge, or any other qualifications or attributes which in the judgment of the Chief of 

Police enter into the relative fitness of the applicant. 

 

Examinations will be held every two years.  In the event that no eligibility list exists for an 

unfilled position, the Chief of Police may, at his discretion, conduct a promotional exam to 

fill the unfilled position.  Examinations for the rank of Corporal, Senior Corporal, and 

Master Corporal will be held based on the officer’s eligibility. as needed. 

 

If a Corporal meets the requirements to test for the rank of Sergeant and that officer passes 

the written portion of the Sergeant examination, that Corporal may obtain the rank of 

Senior Corporal or Master Corporal, if he/she meets the requirements of that rank are met 

on his/herthe officer’s anniversary date for the period of the eligibility list as stated in this 

section.  No other promotional testing is required for the ranks of Senior Corporal or 

Master Corporal.   

 

If a Corporal or Senior Corporal fails the written portion of the Sergeant examination, 

he/shethe officer may take the approved Senior Corporal Test or Master Corporal Test; if 

he/she meets the service requirements of those ranks are met.  That officer does not have to 

wait six months upon failing the Sergeant written examination. The officer must notify the 

Chief of Police in writing of his/hertheir intent, in writing, to test and making noteindicate 

of the date of their eligibility.    

 

If an officer testing for the rank of Corporal, Senior Corporal, or Master Corporal fails the 

any of Corporal exams, the officer will not be eligible to re-test for at least six (6) months.  

It is the responsibility of the officer to notify the Chief of Police in writing of his/hertheir 

intent to re-test, in writing, and indicate  making note of the date of their eligibility. 

 

 

Examination announcements will be issued no less than 30 calendar days prior to the 

administration of the written component.  This announcement shall identify the 

prerequisites of the job, and includes all dates, times, and locations of all components of the 

promotional process.  All reference material necessary to be reviewed for the written 

examination will be listed in the announcement. (34.21.5, 34.1.6) 

 

 

3/963.10 APPLICATION TO PARTICIPATE 

 

Candidates shall be required to file an application to participate in the promotional process.  

An applicant’s memorandum of intent to participate must be submitted to the Chief of 
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Police, through the applicant’s immediate supervisor, no later than ten (10) calendar days 

after the announcement of the examination. 

 

The memorandum of intent to participate shall include the following: 

 

 The applicant’s date of appointment to the department. 

 

 The date on which the applicant was promoted to his current rank. 

 

An application shall be deemed to have been filed in a timely manner if received by the 

applicant’s Shift Commander no later than 2359 hours of the tenth calendar day, and so 

marked by said Shift Commander as being so received. 

 

3/963.20 ORAL INTERVIEWS 

 

Oral interviews will be held as soon as possible after the written examinations have been 

completed.  Oral interviews will be conducted after all appeals of the written examinations 

have been resolved. 

 

 

3/963.25 FINAL COMPOSITE SCORE AND STANDING 

 

Each candidate will be notified, in writing, by the Chief of Police of his final composite 

score.  As soon as possible after the administration of the examinations, eligibility lists will 

be established for the subject vacancy. 

 

 

3/963.30 CANDIDATE RESPONSIBILITIES 

 

It shall be the responsibility of each candidate to know where and when each component of 

the promotional process is being conducted, and to be prepared by either having the 

necessary equipment or clothing in order to take each component part of the test. 

 

If a member is absent for any part of the promotional process due to circumstances beyond 

his control, he must notify the Chief of Police or the on-duty Shift Commander 

immediately of the reason.  As a rule, only four (4) conditions will warrant the absence of 

an employee on the day of an examination or interview, which must be supported by 

appropriate documentation, with the burden of proof being on the candidate to produce the 

documentation to prove the claim: 

 

 Court appearance. 

 

 Military leave due to Presidential call-up of Reserve or National Guard units for 

active duty. 

 

 Serious illness/injury to member or immediate family requiring hospital admission. 
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 A personal emergency (e.g., involvement in a 10-10 enroute to the test). 

 

 

3/964  ELIGIBILITY REQUIREMENTS  

 

Certain Time-In-Service, Time-In-Grade, performance evaluation, employment/position 

status (permanent vs. probationary), and disciplinary history criteria are established for an 

applicant’s eligibility to participate in the promotional process.  Any questions about 

eligibility must be submitted in writing to the Chief of Police, through the applicant’s 

appropriate chain of command, immediately following announcement of the written 

examination date. (34.1.7, 34.1.8) 

 

 

 

3/964.05 RANK CRITERIA 

 

To be eligible for consideration for promotion, each candidate must meet the following 

minimum requirements: 

 

Patrolman First Class: 

 

 Must submit an application within the specified time frame.  Refer 3/963.10. 

 

 Satisfactory completion of 2 years continuous time-in-service from the date of 

employment as a full-time police officer with the department. 

 

 Not on probation or serving a re-evaluation period in connection with a Notice of 

Unsatisfactory Performance as of the effective date of the promotion. 

 

 Annual performance evaluations within the preceding 2-year-period have met 

minimum standards of the department with no single rating category of 

Unsatisfactory. 

 

 Must have received consecutive “promotable” Performance Evaluations within the 

designated promotion period. 

 

 Not currently under investigation for a departmental infraction at time of 

promotional consideration. 

 

Corporal: 

 

 Must submit an application within the specified time frame.  Refer 3/963.10. 

 

 Must have received consecutive “promotable” Performance Evaluations within the 

designated promotion period. 
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 Not currently under investigation for a departmental infraction at the time of 

promotional consideration. 

 

 Satisfactory completion of three years in grade at the rank of Patrolman First Class. 

 Annual performance evaluations within the preceding 2 years have met minimum 

standards of the department, with no single rating category of “Unsatisfactory”.  

 

 Successful completion of a written examination with a minimum test score of at 

least seventy percent (70%). 

 

 

Senior Corporal: 

 

 Must submit an application within the specified time frame.  Refer 3/963.10. 

 

 Must have received consecutive “promotable” Performance Evaluations within the 

designated promotion period. 

 

 Not currently under investigation for a departmental infraction at the time of 

promotional consideration. 

 

 Must currently hold the rank of Corporal with three (3) years time-in-grade. 

 

 Annual performance evaluations within the preceding 2 year period have met the 

minimum standards of the department, with no single rating category of  

 Unsatisfactory. 

  

 Successful completion of a written examination with a minimum test score of at 

least seventy percent (70%). 

 

Master Corporal: 

 

 Must submit an application within the specified time frame.  Refer 3/963.10. 

 

 Must have received consecutive “promotable” Performance Evaluations within the 

designated promotion period. 

 

 Not currently under investigation for a departmental infraction at the time of 

promotional consideration. 

 

Service Requirements: 

 

• Must have 15 years of law enforcement experience. 
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•  

Department. 

 

Annual Requirements:  (Must complete ONE of the following) 

 

• FTO once in a two (2) year period for at least four (4) weeks during one             

FTO cycle. 

• Instruct a total of sixteen (16) hours per year. 

• Instruct eight (8) hours per year AND perform three (3) Community Service 

 Presentations per year. 

• Perform five (5) Community Service presentations per year. 

• Serve as an assistant shift supervisor for at least six (6) months during the 

year. 

 Must currently hold the rank of Corporal with two (2) years time-in-grade, or 

currently hold the rank of Senior Corporal. 

 

 Annual performance evaluations within the preceding two (2) year period have met 

the minimum standards of the department, with no single rating category of 

Unsatisfactory. 

  

 Successful completion of a written examination with a minimum test score of at 

least seventy percent (70%). 

 

Sergeant: 

 

 Must submit an application within the specified time frame.  Refer 3/963.10. 

 

 Must have received consecutive “promotable” Performance Evaluations within the 

designated promotion period. 

 

 Not currently under investigation for a departmental infraction at the time of 

promotional consideration. 

 

 Must currently hold the rank of Corporal, with with two (2) years time-in-grade or hold 

the rank of Senior Corporal for the remaining years to have five (5) years time-in-

grade for eligibility. 

 

 Annual performance evaluations within the preceding 2 year period have met the 

minimum standards of the department, with no single rating category of  

 Unsatisfactory. 

  

 Successful completion of a written examination with a minimum test score of at 

least seventy percent (70%). 

 

 

Lieutenant: 
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 Must submit an application within the specified time frame.  Refer 3/963.10. 

 

 Must have received consecutive “promotable” Performance Evaluations within the 

designated promotion period.  

 

 Not currently under investigation for a departmental infraction at the time of 

promotional consideration. 

 

 Must currently hold the rank of Sergeant with two (2) years time-in-grade. 
 

 

 

 Annual performance evaluations within the preceding 2 year period have met the 

minimum standards of the department, with no single rating category of 

Unsatisfactory. 

 

 Successful completion of a written examination with a minimum test score of at 

least seventy percent (70%). 

 

Deputy Chief: 

 

Promotional considerations for this position will be comprised of the following: 

 

 Notification in writing, to the Chief of Police for promotional consideration to the 

rank of Deputy Chief within the specified time frame.  Refer 3/963.10. 

 

 Must currently hold the rank of Sergeant with two (2) years time-in-grade or  

 

 Education. 

 

 Law enforcement experience. 

 

 Must have received consecutive “promotable” Performance Evaluations within the 

designated promotion period. 

 

  Annual performance evaluations within the preceding 2 years have met minimum 

 standards of the department, with no single rating category of “Unsatisfactory”.  

 

 Not currently under investigation for a departmental infraction at the time of 

promotional consideration. 
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3/964.10 WAIVER REQUESTS 

 

Qualifying experience (time-in-service, time-in-grade) may be waived by the Chief of 

Police if a sufficient number of applicants with the required years of experience to compete 

for a vacant position are not available.  This request for a waiver must be made in writing 

to the Chief of Police. 

 

 

3/964.15 TEMPORARY DISQUALIFICATION 

 

Any candidate who is physically unable to perform the duties of their current rank or the 

rank to which they seek promotion shall be temporarily disqualified from consideration for 

any promotion.  The disqualified candidate shall retain his standing on the Eligibility List 

and final ranking, and may be considered for promotion to fill any future vacancy which 

occurs after the employee’s period of disqualification has expired.  Employees shall not be 

prohibited from participation in the promotional process because of probationary status, 

disciplinary action, or fitness for duty. 

 

 

3/965  COMPONENTS OF THE PROMOTIONAL PROCESS 

 

The promotional process for the ranks of Sergeant and Lieutenant is comprised of several 

elements (components), each of which serves a different purpose in the process.  Annual 

Performance Evaluations, written examinations, oral board interviews, and time-in-service 

are all used in a 100-point system to establish a rank-ordered list from which selections will 

be made based upon merit.  NOTE:  Percentage points equal actual points on a 100-point 

scale. 

 

3/965.05 LONGEVITY 

 

Longevity of service tends to indicate a person’s propensity for understanding the role of 

the department within the community it serves, the goals and objectives of the department, 

and the roles of the various levels within the framework of the organization as a whole. 

 

A properly constructed advancement system recognizes these advantages without 

penalizing a person for his relative youth within the organization.  For these reasons, five 

percent (5%) of the composite score has been assigned to actual Time-In-Service with the 

Seaford Police Department, as follows: 

 

 

7 years   = 0.5 point  12 years  = 3.0 points 

8 years   = 1.0 point  13 years  = 3.5 points 

9 years    = 1.5 points  14 years   = 4.0 points 

10 years  =  2.0 points  15 years  = 4.5 points 

Commented [RM(P1]:  
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11 years   =  2.5 points  16+ years  =  5.0 points 

   

3/965.10 PERFORMANCE EVALUATIONS 

 

Employee performance evaluations are completed on each officer in his present position 

annually as part of the Seaford Police Department’s Performance Evaluation Program.  It is 

recognized that these evaluations are not in and of themselves predictive tools designed to 

project potential for promotion.  However, they do serve as an historical basis for 

determining each officer’s proven ability to grow and mature in his/her present assignment 

and rank. 

 

These instruments serve to record and report data relative to the applicant’s attitude and 

maturity; level of knowledge as to the law, departmental procedures/policies, and technical 

skills; ability to communicate orally and in writing; common sense and judgment; and 

supervisory skills, if applicable. 

 

It is reasonable to believe that a person who has performed well at his present level could 

be expected to perform better at the next higher level. 

 

Therefore, the department has chosen to use the annual Performance Evaluations within the 

two (2) year period immediately preceding the selected date of the written promotional test 

for consideration for promotion. 

 

 

3/965.11 COMPOSITE SCORE FOR PERFORMANCE EVALUATIONS 

 

The actual composite score for the Performance Evaluation rating segment is calculated as 

follows: 

 

  Performance Evaluations shall be assigned a numeric value based on standard 

 scoring grid utilizing the Seaford Police Department Past Performance Appraisal.  

 The scoring grid shall be as follows: 

 
% Category Unsat 

 

0 

Imp. 

Need. 

50 

Sat 

 

75 

Ex. Sat. 

  

85 

Outst. 

 

100 

Score 

 EXAMPLE       

10 Category 1  Multiply % x Score    85  8.5 

15 Category 2  Multiply % x Score   75   11.25 

25 Category 3  Multiply % x Score     100 25 

30 Category 4  Multiply % x Score   75   22.5 

20 Category 5  Multiply % x Score    85  17 

        

        

 Total Score      84.25 
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 Total the scores for each Performance Evaluation given during the two (2) year 

period immediately preceding the selected date of the test. 

 

 Add the scores together and determine the sum total of all Performance Evaluation 

scores. 

 

 Divide the sum total by the total number of Performance Evaluations to determine 

the average Performance Evaluation score during the specified promotion period. 

 

 The weight given to the Performance Evaluation for promotional consideration is 

forty percent (40%). 

 

 Multiply the weight (40%) by the average Performance Evaluation score in order to 

determine the portion of the composite score. 

 

For example:   2 annual Performance Evaluations 

2 x 100    = 200 

200/2       = 100 

100 x .40 = 40 (40 points or 40% of total composite score) 

 

When a supervisor evaluates assigned personnel using the annual Performance Evaluation, 

there are five rating categories to be considered: 

 

 Outstanding 

 Exceeds Satisfactory 

 Satisfactory 

 Improvement Needed 

 Unsatisfactory 

 

Whenever a supervisor assigns a subordinate police officer’s performance in one or more 

applicable work behaviors as Unsatisfactory that police officer will be determined to be 

Non-Promotable. 

 

Whenever a police officer receives any non-promotable Performance Evaluation during the 

period considered for promotion, that officer will not be considered eligible for promotion 

for that promotional period. 

 

Supervisors are reminded that whenever a non-promotable evaluation is determined, it 

must be supported with written documentation. 

 

 

3/965.20 WRITTEN EXAMINATIONS 

 

One of the primary tools for predicting the promotional potential and probable success 

potential of candidates will be the written examination.  The written examination is 

designed to evaluate an officer’s general knowledge and reasoning ability including, but 
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not limited to, topics such as patrol, criminal investigation, constitutional law, human 

relations, supervision, and police administration.  The tests will also measure an applicant’s 

reading skills and ability to interpret information.  The emphasis on various topics will be 

determined by the particular rank for which the test was designed to evaluate and measure. 

 

The written examination will comprise thirty-five percent (35% = 35 points) of the 

composite score. 

 

The written examination will be obtained by the Chief of Police from a recognized source 

of validated test services which provides police test products suitable for the ranks of 

Corporal, Sergeant and Lieutenant. 

 

The number of questions comprising the examination and the point value of each question 

shall be established by the testing service.  Questions will be taken from those sources 

identified by the test service as listed in the bibliography of reference materials contained 

in the memorandum announcing the promotional process. 

 

The written examination shall be administered by the Chief of Police.  There will be a 

separate examination for each rank tested. 

 

Candidates shall be given that amount of time to complete the examination as 

recommended by the testing service providing the test product, but shall not exceed three 

(3) hours.  All completed written examinations shall be returned to the testing service for 

computerized machine scoring. 

 

 

3/965.21 REVIEW OF THE WRITTEN EXAMINATION 

 

Promotional candidates are permitted to review the written examinations provided the 

following conditions are met: 

 

 Candidates may review only the items they got wrong. 

 

 Candidates may be told which incorrect answer they selected. 

 

 Candidates may not be told what the correct answer is; they are to defend their 

answer or to challenge all provided answers. 

 

 Candidates may bring in reference materials from which documentation can be 

provided for their selected answer. 

 

 Candidates may not review their answer sheet or the answer stencil. 

 

 Candidates may not copy down or reproduce answers. 

 

 The review must take place one-on-one with the Chief of Police. 
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3/965.22 APPEAL OF EXAMINATION QUESTIONS 

 

Any appeal to any examination question must be in writing.  The proper format will be in 

the form of a typed Interoffice Memorandum. 

 

Challenges to a particular item may be forwarded to the Chief of Police for consideration 

and rebuttal.  Candidates disputing an item are required to provide documentation to 

support their answers.  Such documentation will consist of: 

  

1) A photocopy of the supporting material; 

 

2) Complete reference citation of the supporting material (i.e., title, 

author(s)/editor(s), publisher, city/state of publication, and page number(s). 

 

The Chief of Police will respond to documented item challenges within three (3) weeks. 

 

 

 

3/965.25 ORAL INTERVIEWS 

 

One of the tools used in evaluating the promotion potential and probable success potential 

of candidates will be the oral interview, which will represent a significant portion of the 

promotional process.  All promotional candidates that receive a minimum score of seventy 

percent (70%) on the written examination will be scheduled for an oral interview, as 

applicable. 

 

The oral interview will comprise twenty percent (20% = 20 points) of the composite score 

for the ranks of Senior Corporal, Sergeant , and Lieutenant. 

 

The Chief of Police shall appoint the members of each oral interview board.  Boards will 

be structured so as to eliminate or reduce the potential for conflicts of interest through the 

use of police supervisors and managers from outside law enforcement agencies. 

 

The content of the interview questions shall be standardized and are intended to analyze 

each candidate’s understanding of topics such as Delaware law, City ordinances, 

departmental directives, policies, and procedures, and principles of supervision.  The oral 

interview board will also rate each applicant on communication skills, personal appearance, 

knowledge, and abilities. 

 

Responsibility for formulating questions to be asked by any particular board shall rest with 

the Chief of Police. 

 

Personnel appearing before a promotional oral interview board shall be attired in civilian 

clothes. 
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Each oral board member shall use a standard form to score each candidate during the 

interview.  The examiner will compute the score for each rating category, and add all 

scores to arrive at a total score for that examiner of that candidate. 

 

Examination of each candidate by the oral interview board shall be approximately 30 

minutes in duration.  Examination sessions shall be scheduled at 45-minute intervals so as 

to allow ample time for the board members to complete the score sheets on the previous 

candidate before the next interview commences. 

 

A member of the Seaford Police Department will be present, (but will not participate in any 

way), during the oral board process.  The member present will be designated by the Chief 

of Police and will be the Oral Board Coordinator. 

 

During the oral board process, the Oral Board Coordinator of the Seaford Police 

Department, designated by the Chief of Police, will: 

 

 Assist the Chief of Police with the selection of a three-member oral board. 

 

 Will select the location, date, and time where the oral board will be held. 

 

 Will notify promotional candidates, in writing, as to when they must report for 

participation in the oral board. 

 

 Will assign each promotional candidate an identification number. 

 

 Will introduce promotional candidates to the oral board, using promotional 

candidate’s number. 

 

 Will be present, but seated away from the board members and candidates, so as not 

to interfere during the oral board process. 

 

 Oral Board Coordinator will collect rating sheets from oral board members and seal 

them in a plain envelope displaying the promotional candidate’s assigned number. 

 

 

3/966  RANKING OF CANDIDATES  

 

Upon completion of the various components of the promotional process, the weighted 

scores (points) shall be combined to establish the Composite Score (total) for each 

candidate.  Refer 3/961. 

 

The applicants for each rank shall be listed according to their composite scores, in 

descending order from the highest score to the lowest score. 
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For the rank of Corporal, Senior Corporal and Master Corporal, final ranking will be on a 

“Pass/Fail” basis, with a minimum score of seventy percent (70%) on the written 

examination required for promotion. 

 

Promotions to the rank of Sergeant and Lieutenant shall be made from the resulting list 

which shall be certified by the Chief of Police.  Promotional eligibility lists for promotion 

to the ranks of Sergeant and Lieutenant shall remain in effect for such periods as 

established in Section 3/963.05. 

 

Promotions will normally be announced in a departmental memorandum which will state 

an effective date for the promotion, to include any change in job description, title, and 

insignia.  (34.2.2) 

 

 

3/967  REVIEW OF PROMOTIONAL PROCESS 

 

After the final rankings and promotional eligibility list have been announced and posted, 

and all appeals have been disposed of, each candidate will be given the opportunity to 

review his results for each component of the process, to include the composite score. 

 

Requests to review promotional process results must be submitted in writing to the Chief of 

Police through the Chain of Command. 

 

Appointments to review results will be made at the convenience of the Chief of Police, as 

time permits. 

 

This review may only include: 

  

Review of specific questions from the written examination and the appropriate answer. 

 

1) Review of a summary of the results of his oral interview. 

 

2) Review copies of past Performance Evaluations used for consideration within the 

promotional process.  (34.2.2) 

 

 

3/968  APPEAL OF THE PROMOTIONAL PROCESS 

 

The right of a candidate to challenge any aspect of the promotional process is an integral 

part of the process itself.  Only the following may be part of the appeal process: 

 

• Adverse decisions concerning eligibility. 

 

• Review of scored elements of the process used to determine composite 

score. 
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• Appeal of written examination questions.  Refer 3/965.22. 

 

The final selection of qualified candidates for available vacancies by the Chief of Police is 

not subject to appeal. 

 

All appeals must: 

 

 Be in writing according to standard departmental memorandum style through the 

Chain of Command to the Chief of Police. 

 

 Contain the following facts or circumstances at a minimum: 

 

• A description of the problem sufficient for the reader to determine the nature 

of the complaint. 

 

• A description of the facts which form the basis for belief that a mistake has 

been made or a wrong doing has occurred, sufficient to justify a grant of 

relief; to wit, such facts as would lead a reasonably prudent person to 

believe that substantial evidence exists to believe that a mistake has been 

made or a wrong doing has occurred. 

 

 

• A description of the relief sought by appellant. 

 

• Be filed within five (5) working days after notification of the initial 

promotional eligibility list containing the final rankings of all candidates 

who participated in the promotional process.  (34.2.2) 

 

 

3/969  NOTICE OF INITIAL ELIGIBILITY 

 

Within 15 working days after the close of the application period, the Chief of Police shall 

notify in writing each applicant who was found ineligible for further consideration for 

promotion, the reasons for his decision, and the procedure for appeal of the decision. 

 

An applicant may file an appeal of an ineligibility decision in writing to the Chief of Police 

within five (5) working days after receipt of the Chief’s initial decision.  The scope of this 

appeal shall be limited to the following issues: 

 

• Timeliness, completeness, and accuracy of the application. 

 

• Calculation of Time-In-Service/Grade. 

 

• Determination as to whether applicant meets any special requirements, if 

any, (e.g., Promotable vs. Non-promotable Performance Evaluation). 
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All appeals shall be considered and resolved by the Chief of Police within 15 working days 

of the close of the time for filing appeals. 

 

If the Chief grants the appeal, he shall immediately restore the applicant to the eligibility 

list. 

 

If the Chief of Police denies the appeal, the applicant may pursue the subsequent recourse 

following the Grievance Procedures as delineated in the City of Seaford Employee 

Handbook, Division 13, Section 2-141. 

 

 

3/970 NOTICE OF RESULTS OF WRITTEN EXAMINATION AND ORAL 

INTERVIEW 

 

The Chief of Police shall notify all promotional candidates, in writing, of the results of 

the written examinations and oral interviews as soon as possible after receipt of  the  

scored results from the testing service and the oral interview board. 

 

Appeals shall be submitted in writing to the Chief of Police within five (5) working days of 

the posting of the scores.  Appeals of answers to written examination questions shall 

contain a detailed explanation of the basis upon which the appeal is made, citing 

information from the bibliographic source upon which the original question was based. 

 

Appeals of questions based upon alleged conflict between department directives, 

procedures or policies, and the contents of the bibliographic sources for the answers may 

be resolved immediately by the Chief of Police.  All other appeals of written examination 

questions shall be forwarded to the testing service for consideration and recommendation. 

 

The Chief of Police shall issue a decision on all appeals within 15 working days of receipt 

of the appeal or receipt of the testing service’s response, whichever is later.  The Chief 

shall notify the promotional candidate, in writing, of the final results. 

 

Candidates reviewing oral interview results are prohibited from taking notes or bringing 

writing material with them while reviewing their results.  The identity of each scorer for the 

oral interviews shall, however, remain confidential in regard to which examiner assigned 

which score.  Appeals shall be limited to the following issues: 

 

• Job relatedness of the questions. 

 

• Whether the questions were legitimately within the scope of this directive. 

 

• Mathematical computation of scores, preliminary and final. 

 

• General appeal in which a candidate shall have the right of general appeal 

where it is alleged that the integrity of the system has been breached through 
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•  cheating or otherwise, so as to place appellant in a position of disadvantage 

or some other person in a position of advantage, either of which operated to 

appellant’s detriment.  (34.2.2) 

 

 

3/971  PROBATIONARY PERIOD 

 

The probationary period for promotion is regarded as an integral part of the promotional 

process.  It shall be for a period of 6 months unless abbreviated or extended by the Chief of 

Police. 

 

This period shall be used for close observation of the new promotee’s work; for securing 

the most effective adjustment of the promotee to his new position/rank; and for rejecting 

any promotee whose performance does not meet the required work standards of his new 

position/rank. 

 

Upon promotion, monthly evaluations will be conducted using a written, formal counseling 

form completed by the new promotee’s supervisor.  The Counseling Form will be 

forwarded to the Chief of Police and placed in the employee’s personnel file.  The 

Counseling Form should reflect both positive and negative aspects of the employee’s 

performance. 

 

Promotees on probation shall be closely observed and strictly rated.  As early as possible 

during the probationary period, unsatisfactory areas of performance shall be documented 

and the promotee advised in writing about the need for improvement. 

 

At the end of the probationary period, the overall work performance of the probationary 

promotee will be reviewed by the Chief of Police.   

 

At any time prior to the expiration of the probationary period, upon the recommendation of 

the Chief of Police, the employee shall be informed of his unsatisfactory performance and 

subject to demotion.  A probationary promotee who holds permanent status in a lower 

classification will be returned to that lower classification if demoted and informed of how 

to address an appeal.  (34.2.1) 

 

 

3/972  PROMOTION SYSTEM INTEGRITY 

 

No person, as an examiner, or person with access to written or oral board questions or 

answers shall in any way breach the integrity of the system by making any information 

concerning either questions or answers available in any form to anyone not authorized 

access thereto. 
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No person, as an applicant/candidate for promotion, shall discuss questions/answers to any 

written or oral board question to which he has gained access (legitimately or otherwise) 

with anyone, until after the final eligibility list has been posted announcing the 

promotion(s). 

 

No employee of the department shall engage in any course of conduct, either alone or in 

concert with others, which in any way endangers the integrity, fairness, impartiality, or 

security of the promotional process. 

 

Any employee of the department having knowledge of a breach of system integrity as 

described above shall have an affirmative duty to report same immediately. 

 

Any person violating these provisions of this directive shall be deemed to have engaged in 

gross misconduct and may be subject to punishment in any manner provided for under the 

General Orders Manual Section 3/800. 

 

References: 

 

 Williamsburg (VA) PD A.O. #34-1 

 Dover (DE) Town PD G.O. #34 

 Milford (DE) PD Policy #34.1 

 Newark (DE) PD G.O. #34.1.A 

 Del. River & Bay Auth. Police Promotion Process Memo  

  From G. Ferrese to Chief Maichle, “Policy Concerning 

  The Rank of PFC & CPL., 8/25/89 

 Rehoboth Beach (DE) PD 
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