
 
This meeting and all communications between members is subject to the 

provisions of the Tennessee Open Meetings Act, TENN. CODE ANN. § 8-44-101, 
et seq. 

 

      AGENDA 

CIVIL SERVICE MERIT BOARD MEETING 

WEDNESDAY, FEBRUARY 8, 2023 1:30 P.M. 

CONFERENCE ROOM 461, CITY COUNTY BUILDING 
 
 

CALL TO ORDER 

 

1. Approval of the Minutes of the previous business meeting held on 

Wednesday, November 9, 2023.  

 

 

REPORTS  

 

2. Reports regarding litigation. (George Shields, Mike Winchester) 

 

3. Staff Report. (Vicki Hatfield) 

 Police PPT validation study 

 Police Data Report (attachment KPD Data) 

 Sergeant Exam 

 Supervisory postings for KPD 

 Fire Testing  

 Budget Update (attachment CS proposed budget) 

 

4. HR Report (Kelly Drummond) 

 Update on Reclassification, New Class, Retitle, Reallocation 

 Supervisory Training scheduled for March 22 

 KPD Hiring Process update 

 Job Descriptions and Class Specification  

 HR and Career Development – Mentoring and succession planning 

 HR Department positions  

 HR physical space request 

 Employee Appreciation Luncheon 

 

 

UNFINISHED BUSINESS 

 

 

NEW BUSINESS 

 

5. Rule amendments to Article 21 “Promotions” of the Civil Service Merit 

Board Rules and Regulations. (Attachment: Article 21. Promotions – Feb 

2023) 

 



 

 

 

 
This meeting and all communications between members is subject to the 
provisions of the Tennessee Open Meetings Act, TENN. CODE ANN. § 8-44-101, 
et seq.   
 

6. Request by Chief Paul Noel to exempt from Civil Service a new position 

of Police Deputy Director of Professional Standards from Civil Service. 

(Attachment: CSMB Exemption Form KPD) 
 

7. Pursuant to CSMB 1806, request by Chief Paul Noel and Civil Service 

Director that Police Cadet Dylan Noble, who has met or will have met the 

requirements to be certified as a Police Officer Recruit on the academy start 

date and who will be attending the March 2023 academy, be certified as a 

Police Officer Recruit on the start date of the academy. (Attachment: D 

Noble Cadet Certification Request) 

 
8. Pursuant to CSMB 802.8, request by Civil Service Director that a simplified 

exam procedure be approved for use for Police Officer Recruit in lieu of a 

multiple-choice written examination. (Attachment: Simplified Exam Memo) 

 

 

OTHER BUSINESS 

Such other business as may come before this Board. 



MINUTES 

CIVIL SERVICE MERIT BOARD MEETING 

WEDNESDAY, NOVEMBER 9, 2022 1:30 P.M. 

CONFERENCE ROOM 461, CITY COUNTY BUILDING 
 

A meeting of the Civil Service Merit Board (hereinafter referred to as the Board) held on Wednesday, November 

9, 2022, at approximately 1:30 p.m. in Conference room 461.  Bill Lyons called this meeting to order. Vicki 

Hatfield, Executive Secretary, and Michael Winchester, Board Attorney, were also present.  George Shields, City 

Law Department, was also present via Zoom video. 

  

Board members present:   

 

Bill Lyons 

Stephanie Taylor 

Amanda Busby 

Jane Roberts 

 

Scott Schimmel was not able to attend. 

                                                                                                                                                                                                                                                                                                                                                                                                                

Dr. Lyons called for approval of the Minutes of the previous Public Hearing meeting held on Wednesday, October 

12, 2022. 

 

Amanda Busby made a motion to approve.  Stephanie Taylor seconded the motion.  All Board members present 

approved the motion.  

 

Dr. Lyons called for approval of the Minutes of the previous business meeting held on Wednesday, October 12, 

2022.  

 

Amanda Busby made a motion to approve.  Stephanie Taylor seconded the motion.  All Board members present 

approved the motion.  

  

Reports of litigation:  George Shields, from the City Law Department, stated that he had nothing to report.  

Michael Winchester, Board Attorney, also stated that he had nothing to report. 

 

For the staff report, Dr. Hatfield updated the Board on Police Testing.  Dr. Hatfield stated that there is a contract 

in place for a new PPT.  Dr. Hatfield stated that KPD has set a date for the next academy and that applications for 

that academy will be accepted through December 5, 2022. Dr. Hatfield stated that anyone applying before that 

date would be using the old PPT format in an effort to get the referrals to KPD in early January for a March 

academy. Anyone applying after that date will be held until the new PPT. 

 

Dr. Hatfield updated the Board on the PPTs for Fire.  Dr. Hatfield stated there was a setback during the PPTs for 

Fire when a piece of equipment broke. Dr. Hatfield stated that the fire posting has closed and that testing has 

begun.  Dr. Hatfield stated that the PPT will resume once we have new equipment.  

Dr. Hatfield updated the Board on office space adjustments.  Dr. Hatfield stated that HR is requiring two more 

offices as the department expands. Dr. Hatfield met with Chip Barry from the Mayor’s Office to identify what 

square footage is available for them. 

 

 

 

Under new business, request by Police Chief Paul Noel to consider drafting a rule amendment to reduce the 

promotional requirements for Sergeant, Lieutenant, and Captain.  



 

Dr. Lyons explained to the Board, reasons for the request for a rule change and the need for a Public Hearing. 

 

Mr. Winchester explained that the Board is not deciding whether to approve the rule, but whether to ask the 

Civil Service Director to draft an amendment for public hearing. 

 

Dr. Lyons invited Police Chief Paul Noel to speak to the Board.   

 

Chief Noel thanked the Board for recruiting officers for the department and supporting KPD.  Chief Noel spoke 

on testing and promotion in the ranks for Sergeant, Lieutenant, and Captain. Chief Noel stated that his request 

to the Board is to reduce the time to three years to promote to Sergeant, two years to promote to Lieutenant, and 

two years in grade to promote to Captain.  Chief Noel stated this would provide enough discretion to select 

candidates who are ready, as well as the ability to select from a diverse pool of qualified applicants.  

 

Dr. Lyons asks if Dr. Hatfield saw any issues in preparing the request for a rule change. 

 

Dr. Hatfield stated that she does not have any objections to the request. Dr. Hatfield stated that is why she 

provided a handout for the Board to review.  Dr. Hatfield stated that while the format is different from what is 

presented today, historically it is not that different.   Dr. Hatfield stated that she and the Chief have discussed 

some methods to put in place to ensure that candidates going from Police Officer to Sergeant, without having to 

go through the PO I rank, will be qualified. 

 

Dr. Lyons called for a motion to approve the request by Chief Noel to draft a rule change.  Jane Roberts made a 

motion to approve.  Amanda Busby seconded the motion.  All Board members presents approved the motion. 

 

Dr. Lyons stated that the goal is to have a Public Hearing in January.  Dr. Hatfield asked the Board if anyone 

would be willing to assist in preparing for the rule change.  

 

Jane Roberts stated that she would like to volunteer to assist with the rule request. 

 

Under Other Business, Dr. Lyons suggested that a report be placed on the agenda from the HR Director to 

report items that requires Civil Service to look at, as well as daily work between HR and Civil Service.  Dr. 

Lyons invited Dr. Drummond to speak to the Board. 

 

Dr. Kelly Drummond, Director of the HR Department stated that she is open to the suggestion of HR 

contributing items on the Civil Service agenda. 

 

Ms. Amanda Busby asked if the information from HR would be submitted to Dr. Hatfield in advance of the 

Board Meeting. 

 

Dr. Drummond stated that she would decide what information is appropriate to provide to Civil Service and 

submit it prior to the agenda deadline.  

 

George Shields, from the Law Department stated that items requested by the Board that are appropriate for a 

Board decision, should be placed on the agenda. 

 

 

Dr. Lyons stated that any action required by the Board would need advanced notice.  Dr. Lyons suggested to list 

on the agenda, general information from HR to keep the Board as well as the public updated.  

 

Ms. Amanda Busby stated that Dr. Hatfield needs advanced knowledge of items coming before the Board 

regardless whether it needs a vote, especially now, that there is no routine reporting in place to keep the Board 



updated.  Ms. Busby stated that she does not agree to simply list items on the agenda.   

 

Mr. Winchester stated that he agrees that if the Board is not going to be asked to make a decision, having 

advanced notice to place an item on the agenda is not required in detail.  Mr. Winchester stated if we have prior 

knowledge of subjects that are relevant to the Board, it could be placed on the agenda and employees could 

attend the meeting having some background information on the topic discussed.   

 

Dr. Lyons proposed that an outline item report from HR be placed on the agenda with advanced notice to Dr. 

Hatfield.   Stephanie Taylor made a motion to approve.  Jane Roberts seconded the motion. The motion passed. 

 

There being no further business, Dr. Lyons called for a motion to adjourn.  Stephanie Taylor made a motion to 

adjourn.  Amanda Busby seconded the motion.  All board members present approved the motion.   

 

The meeting was adjourned at approximately 1:57p.m. 

 

 

 

_______________________ 

Vicki Hatfield 

Executive Secretary/Director 

        ______________________________ 

        Presiding Chair 
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DATE: December 12, 2022  

FROM: Vicki Hatfield, Civil Service Director 

TO:  Chief Paul Noel, KPD 

RE:  KPD Historic Applicant Data Analysis 

As a follow up to the November 17 meeting to help KPD identify areas for improvement with regard to 

bringing its desired uniformed workforce up to the current budgeted number and to improve minority 

recruitment, I pulled and reviewed 6 years of applicant data to see if I could identify any sources of 

helpful information.  

For the purpose of this report, we are using all applicant data from January 2016 to present and 

comparing this to the most recent census data which shows Knox County (where the majority of our 

workforce is derived) to have an approximately 14% minority population.  

Recruitment  Data – Aggregate 

We will begin by looking at total applicants vs. total new hires from this entire period.  

   

If we begin by looking at aggregate applicant data from January 2016 to present, 20% of applicants are 

minorities, but only 14% of new hires are minorities. While this still represents a comparable % relative 

to the minority population, there is a notable difference in minorities from application to hire, which begs 

the question – where are we losing these potential candidates from time of application to actual hire? 



2 
 

We can dig deeper into the aggregate data to see if there are specific points in the process where we 

lose minority applicants. To do so, we must eliminate the 2022 data as it is still incomplete and can’t be 

used for the more detailed elements of this analysis. 

We will begin by drilling down into the various elements of the hiring process to see what our 

percentages look like at key points in the process. This data represents aggregate data from January 

2016 – December 2021. 

I: Application to Eligibility 

This is the period from the time a candidate submits an application until they have been completely 

tested (written and PPT) and deemed “eligible.” In the time period examined, we had 2,579 applicants 

and 506 of those were minority applicants. Each applicant will end this phase of the process in one of 

these categories: 

 Screened Out: applicant is screened out upon verification of minimum qualifications (this is 

almost always due to not meeting age requirements or for failure to submit required documents) 

 DNR or NLI: (Did Not Report or No Longer Interested) Applicant voluntarily withdraws from the 

process 

 Failed the exam (this includes the written and PPT) 

 Passed the exam – only this group is deemed “eligible”  

   

  

A comparison of aggregate data vs. minority data on where individuals fell out of the initial part of the 

process doesn’t show a significant difference in most areas, but there does appear to be a higher fail 

rate on the exam among the minority candidates. This is one potential source of a “loss” in our minority 

candidate pool that can be identified.  

For this reason, the written examination that was used during this time period was replaced with a new 

written examination at the end of 2021. We have been using the new exam for approximately one year, 

but have a large number of applicants still pending, so updated data is not yet available.  
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I recommend examining this data in the spring when we are likely to have a sufficient data set to see if 

our minority fail rate is disproportionate. Note that “failures” are written, run, and PPT combined and 

are not broken out by examination type. I also recommend that we break failures down to see if one 

exam component (written, PPT, run) has a more disproportionate fail rate than another. 

II: Eligibility to Selection  

While we are losing more minority candidates during testing than non-minority candidates, we are still 

showing around 17% of our eligible candidates are minority candidates, which exceeds the 14% 

minority population data. During this time period, while only 17% of candidates were minorities, 19% of 

KPD’s selected candidates were minorities. These are suitable percentages.  

    

 

III: From Selection to Hire  

During this time period, 325 candidates were selected to proceed and 19% of those were minority 

candidates.  

When we compare where candidates “fell out” of the process post-selection, the numbers on failing any 

required component are quite comparable between minorities and non-minorities. It does not appear 

minorities are failing any one component at a disproportionate rate The biggest difference is in the “NLI” 

group. These are candidates who withdrew from the process after being selected by KPD. While only 

22% of non-minority candidates withdrew, 28% of minority candidates withdrew. This appears to be the 

only significant difference between the two.   
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This likely accounts for the difference in selections (81% non-minority to 19% minority) and actual hires 

(86% non-minority and only 14% minority). This can be identified as a second potential source of “loss” 

in our minority candidate pool.   

 

 

Key takeaways:  

 Applications have been down since 2020. We need to increase applicants overall. 

 We have a slightly higher fail rate among minorities. Currently, we only have a very small data 

set on our current exam. When we have more data, we need to re-examine test data and 

break it down by exam component to see if any portion of our exam process has a 

disproportionate fail rate.   

 More minority candidates drop out of the process prior to taking the exam than non-minorities. 

Is there a way to identify and/or address the issue?  
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Recruitment Data – Time Trends 

It is also helpful to look at a time trend of this data, as aggregate data that represents a 6 year period 

can vary substantially over time. Time trends are helpful, but we must take into account continual 

changes we have made to the process, which can often explain a difference from one year to the next.  

When we look at total applications over time, there are many factors that impact that data. During the 

relevant time period, it is important to note: 

 Applications were accepted once in 2016 (4/26 – 5/26), but we had not accepted applications 

for 3 years (the prior posting was 2013), so there was an obvious uptick in response to the 

amount of time this position had not been posted. 

 Applications were accepted once in 2017 (5/1 – 5/25). The “dip” is likely a product of the waiting 

period from 2013 – 2016 resulting in a high number of candidates in 2016, leaving 2017 only to 

collect any newly interested candidates following the 2016 posting.  

 In 2018, we posted twice (1/29 – 3/6 & 10/8 – 11/6), which again resulted in an uptick. 

 In 2019, we did not post from January through May and began continuous posting in May. 

Despite the posting period in 2019 being 8 months long compared to less than 60 days in 2018, 

there was a significant downturn in applicants at that point.  

 There was a slight increase in applicants in 2020 with a more significant downturn in 2021. 

 

The number of exams scheduled closely follows the total number of applications. Ideally, we want to 

see the same pattern on these two and we do. 

However, the overall drop in applicants is an area that still needs to be addressed.  

    

When we look at the DNR rate, it has steadily increased, peaking in 2020 (which was likely impacted 

by the pandemic), but remaining high in 2021. Clearly, the number of exams administered will be the 

inverse of this trend, steadily decreasing, with a low in 2020, but remaining quite low in 2021. Our DNR 

rate has averaged 50% in the past few years, which is clearly a concern. We have attempted to contact 

DNRs to survey why they withdrew from the process, but we rarely get feedback.  
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The most likely DNR reasons are 1) they can’t make their exam appointment, 2) they get another job 

during the process, or 3) they simply withdraw for other reasons. 

We have already implemented flexible scheduling and are also implementing a self-schedule option to 

minimize the impact of factor 1. We let every candidate know that they can reschedule (for essentially 

any date/time) if they can’t make their appointment. Our recent move to a continuous hire process to 

complement our already continuous posting process and the PSR option will help to minimize factor 2. 

Factor 3, individuals who simply opt out because they change their minds, still needs to be addressed.     

     

 

When looking at pass/fail rates on the exams, changes to the examination need to be noted: 

 In 2016, we were using the examination that was developed and validated for us by HR 

Strategies in 1995. 

 At the request of the Police Chief, we had Stanard and Associates validate a new exam for us 

and began using that in 2017. 

 Following the change in exam, our pass rates continued to decline dramatically. 

 To address this, we abandoned the Stanard exam and started using the IPMA exam in 2021. 

Ideally, we look for about an 80% pass rate. We had that with the previous exam and lost that with the 

Stanard exam requested by KPD. While we only have 12 months of data on the IPMA exam, the shift 

to the IPMA exam does seem to have returned us to an approximate 80% pass rate.  
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Finally, we want to compare the number selected vs. the number actually hired. Failure to hire is due 

to the previously identified factors of NLI (no longer interested), failed psychological, failed background, 

or failed medical.  

Clearly, we are hiring significantly fewer candidates than we select. However, this trend has significantly 

improved for 2020 and 2021. Changes to the process have started to have an impact. From 2016 to 

2020, we only hired 10-15% of eligible applicants and hired less than 50% of those selected. In 2020 

and 2021, we have hired 25% or more of eligible applicants and have hired an average of 65% of those 

selected.  
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Finally, because we identified minorities opting out after selection but before hire at a greater rate in 

the aggregate data in section 1, let’s look at that trend over time: 

 

When viewed over time, all sources of pre-employment process “fails” have decreased in recent 

years, with the exception of an upward spike on psychological fails in 2021. It appears that changes 

to the process have addressed these concerns. 

Another interesting time trend to look at, in order to determine elements of the process where we 

might be losing minorities, is to isolate a recent time trend on the various stages of the process. This 

data presents better as a table than a graphic.  

  

% 
Applicants 
Minority 

% Exams Sch 
Minority 

% DNR 
Minority 

% 
Passed 
Minority 

% Selected 
Minority 

% Hired 
Minority 

2016 22% 22% 20% 21% 31% 29% 

2017 17% 18% 22% 14% 22% 19% 

2018 19% 19% 18% 16% 15% 9% 

2019 20% 20% 21% 15% 7% 12% 

2020 19% 19% 18% 19% 14% 12% 

2021 22% 23% 20% 17% 15% 15% 

 

 % Minority Applicants – while it varies, it has remained somewhat consistent and is currently 

slightly higher than it has been in recent years. 

 % Minorities Scheduled for the Exam – this data tracks similarly to % of overall applicants due 

to the small number of candidates that get screened out. 

 % Minorities DNR/NLI – while it varies, this number has also remained somewhat consistent. 

 % Minorities Passed Exams – Our old exam had the strongest pass rate (2016). The Standard 

exam created a downward trend for 2017 – 2021.  We don’t yet have data for the IPMA exam 
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to see what that current data looks like but hopefully, we can evaluate in spring. If minority 

pass rates are still disproportionate, we might consider returning to our old exam. 

 % Minorities Selected – this is the first of 2 areas that show a significant change over time. The 

past 3 years have seen a significant decrease in the % of eligible minority candidates who are 

selected by KPD to proceed. 

 % Minorities Hired – this is the second area where we see a significant decrease over time.  

Key takeaways:  

 The concern identified in section 1 with regard to decreased applicant numbers is a more 

recent concern, so it still needs to be addressed. 

 Overall pass rates have increased for examinations, but we don’t yet have enough data to 

determine minority vs. non-minority differences on the IPMA exam.   

 Overall, DNR rates have improved in the past 2 years, so this appears to be improving already. 

 When reviewed as a time trend, selections vs. hires is improving.  

 When reviewed as a time trend, factors that eliminate minorities at a higher rate than non-

minorities have improved.  

 Over time, the 2 most significant areas to note are a decrease in number of eligible minority 

candidates selected and number of selected minority candidates hired. 

Retention Data 

Recruitment and retention go hand in hand. High levels of recruitment must be matched by high levels 

of retention. For that purpose, I pulled turnover data for all uniformed officers hired during the relevant 

period. 

From 2016 – 2022, we hired 235 Police Officer Recruits. Only 56% of them are still employed with KPD.  

44% of newly hired officers have already separated. Of those 104 officers who have already separated, 

51 of them separated while in the academy. This means that since 2016, 22% of newly hired officers 

separated while still in the academy.  

 

If we dig a little deeper and break it out by first year turnover, second year turnover, and those that 

resigned after the second year, we see that most separations occur during the first year of 

employment. Approximately 25% of recruits hired since 2016 separated during their first year of 

employment with KPD. Only 16% separated after that initial year.   
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Retaining officers who have already been hired is a more desirable outcome than simply continuing to 

hire more officers.  

 

When turnover among new hires is broken down for minorities vs. non-minorities, we actually have a 

slightly higher turnover rate among non-minorities. Our retention rate for new hires is slightly higher 

for minorities.  

 

If we drill down to when separations occur for minorities vs. non-minorities, most non-minorities 

separate in the first year, while most minorities separate in the first two years. 
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    Key takeaways: 

 We have lost 44% of new officers hired since 2016. 

 Factors contributing to separations early in employment need to be explored and addressed. 

 

Summary 

This data identifies 3 significant sources of “loss” with regard to potential new hires in KPD: 

 Low applicant numbers; 

 High DNR/NLI numbers during the process; and 

 High turnover early in employment.  

With regard to high DNR/NLI numbers during the process (application to hire), Civil Service, HR, and 

KPD have already made several changes to the process that appear to be addressing past concerns: 

 Continuous posting and testing to be followed by continual referrals once the new PPT is 

ready. 

 Continual interview and hiring process. 

 The implementation of the PSR program to allow candidates to be hired immediately as they 

proceed through the pre-hire process and wait for an academy start date. 

 Move from the Stanard entry level exam to the IPMA exam (with future re-evaluation to 

determine if the IPMA exam is meeting goals). 

 Development of a new PPT to allow testing flexibility to reduce DNRs on the exam. 

 Implementation of flexible exam scheduling, online system to allow applicants to schedule 

exams themselves, and “at home” exam administration to reduce DNRs on the exam. 

 Review and refinement of background disqualifiers. 

 Implementation of the lateral entry program. 
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With regard to low applicant numbers overall and high turnover rates once hired, some activities that 

have recently taken place to address these include: 

 Hiring a marketing firm in 2020 to evaluate recruitment and process and areas for 

improvement (led to many of the initiatives above). 

 Increased recruitment efforts by KPD (e.g., website, advertisements, etc.).  

 Compensation changes made by HR. 

 Recent organization study implemented by KPD. 

The key areas for focus at this point appear to be: 

 Increasing applicant numbers overall.  

 Decreasing DNR/NLI during the process.  

 Increasing retention after hire. 

Obviously, there is a lot of additional data and ways this data can be analyzed. If KPD has additional 

data they would like to request, I am happy to add any additional analyses to this data that I am able.  

 

 

 



    

Account Type Account * Description 2024 

Expenses 6207 - Overtime  - 

Expenses 7415 - Computer Maintenance 1,730 

Expenses 
7461 - Office 
Furniture  1,000 

Expenses 8112 - Copier Charges  3,500 

Expenses 8150 - Publicity  3,000 

Expenses 
8198 - Miscellaneous Employee 
Reimbursements 100 

Expenses 8251 - City-County Building Rent 115,130 

Expenses 8399 - Misc. Professional Services 12,500 

Expenses 8424 - Meals & Incidentals 2,000 

Expenses 8429 - Misc. Travel Expenditures 1,160 

Expenses 7100 - Office Supplies  4,000 

Expenses 8130 - Dues and Subscriptions 2,000 

Expenses 8161 - Long Distance Phone 90 

Expenses 8170 - Legal Notices  100 

Expenses 8231 - Risk Management - Insurance Charge 10,960 

Expenses 8351 - Legal - Outside Counsel 60,000 

Expenses 8411 - Registration Fees 2,000 

Expenses 8423 - Lodging  620 

Expenses 8700 - Repair and Maintenance Services 1,500 

Expenses 8950 - Grants  - 

Expenses 7200 - Operating Supplies 1,000 

Expenses 8163 - Internet Access Charge 1,250 

Expenses 8241 - Equipment Leases 3,530 

Expenses 8352 - Litigation Expenses 20,000 

Expenses 8412 - Food  1,500 

Expenses 6503 - Additional Compensation 2,130 

Expenses 7439 - Misc. Computer Equipment - 

Expenses 7499 - Misc. Operating Equipment 1,000 

Expenses 8120 - Duplication Services 500 

Expenses 8140 - Postage and Shipping 1,000 

Expenses 8164 - PBA Telecom Charges 3,760 

Expenses 8399 - Misc. Professional Services 24,180 

Expenses 8419 - Misc. Meeting Expenditures 800 

Expenses 8953 - Benevolences  400 

   282,440 

 



CIVIL SERVICE MERIT BOARD RULES – CITY OF KNOXVILLE 

Article 21 – Promotions 

 

Amended  10/12/222/8/23 

SECTION 2101. PROMOTIONS AND OPPORTUNITIES 
It is the policy of the City, in accordance with the Affirmative Action Program, to provide 
promotional opportunities, whenever possible, to qualified employees. Employees are 
encouraged to take advantage of these opportunities by qualifying themselves for advancement 
through further education and study, by passing the appropriate examination and attaining a 
place on the appropriate promotional eligibility register, and by a high level of job performance, 
service, interest and loyalty. 
 

SECTION 2102. PROMOTION POLICY 
In accordance with Section 1005 of the Charter, promotion shall be based on "merit" to be 
ascertained so far as practical by competitive evaluation, as set forth in the Board Rules and 
Regulations. A City employee cannot achieve promotion without being formally promoted in 
accordance with these Rules and Regulations. Furthermore, service alone in a position is not 
sufficient to achieve promotion to that position. A promotion does not mean assignment to a 
position, without express promotion, even though the position to which the employee is 
assigned is normally held by a person of higher rank or pay band. Also, the mere performance 
of duties by an employee in another classification does not entitle the employee to 
compensation other than that provided by his/her official current classification. Nothing in this 
rule is intended to change or otherwise affect the reporting remedies available under Section 
2504.1 of these Rules and Regulations. 

 
 Section 2102.1. Consideration of Promotional Applicants  

Vacancies, in positions above the lowest rank in any classification in the civil service, 
shall be filled, as far as possible, by the promotion of employees with civil service status.  
With a view toward the selection of the best available applicant for each position, 
recruitment may also be made from outside of City employees. When the eligibility 
register is prepared for referral to the department, said register shall be expanded if and 
as necessary to include the five highest scorers on the civil service examination. If 
expanded to include entry-level applicants,  the hiring authority must still interview and 
give consideration to those with promotional preference before interviewing and 
considering the entry-level applicants.  

 
 Section 2102.1.1. Length of Placement on Promotional Register 

Any City employee with civil service status as prescribed herein who takes any non-
uniformed civil service examination and passes all requirements, shall be placed on the 
eligibility register for a period of two years. Promotional applicants for all classified 
positions in the uniformed bodies above the rank of Recruit who takes any civil service 
examination and passes all requirements shall be placed on the eligibility register for a 
period of five years.  

 
  Section 2102.2. Increase in Duties 

Promotions and reclassifications which involve a salary increase, in every case, must 
involve a definite increase in duties and responsibilities and shall not be made merely for 
the purpose of effecting an increase in compensation. 

 
 Section 2102.3. Selection Procedure 

The Civil Service Director in consultation with the Department Head shall determine the 
method of selection, and shall use one or more of the selection procedures and the 
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Article 21 – Promotions 

 

Amended  10/12/222/8/23 

certification process when filling a vacancy by promotion as described in these rules. 
Final method of selection shall be subject to the approval of the Civil Service Director. 

 
Section 2102.4. Determination of Open-Competitive vs. Promotional 
The Board, or their representative in consultation with the Department Head, shall, in 
each case, determine whether an open-competitive examination or a promotional 
examination will best serve the interests of the City in attracting well-qualified 
candidates. 

 

SECTION 2103. PROMOTIONAL EXAMINATION 
The term "promotional examinations" signifies a fitness test to determine the relative standing of 
promotional candidates for positions in the specific class. A promotional competitive 
examination may include eligible employees in specific classes in all departments, a few 
departments, or only in the department for which the promotion register is being established. 
 
 Section 2103.1.   The Executive Secretary/Director to the Board, in consultation with 

the Department Head, subject to review by the Board, shall determine whether the 
promotional opportunity will be restricted to a specific class or classes of qualified 
applicants in the departmental unit or units eligible to compete, or will be available to all 
employees who have civil service status. 

 

SECTION 2104. TYPES OF PROMOTIONAL EXAMINATIONS 
Promotional examinations shall consist of job related tests of the same types as are prescribed 
in Sections 802 and 2113.8. 
 

SECTION 2105.  TRANSFERS BETWEEN PROMOTIONAL AND OPEN 
COMPETITIVE LISTS 

 
An employee who completes his/her initial civil service probationary period and achieves civil 
service status shall be transferred from any open-competitive registers on which he or she is 
currently eligible onto the promotional list for that job classification(s). The employee shall 
remain eligible on the promotional list for any time remaining from one year from the date of 
being placed on the open-competitive eligible register.  
 
An employee who is on a general government promotional list and who separates from the City 
(with the exception of discharge for cause) shall be transferred to the open-competitive list for 
that job classification for any time remaining from one year from his or her being placed on the 
promotional eligible register. 
 

SECTION 2106. PERFORMANCE AND EDUCATION ACHIEVEMENT CREDIT 
Credit may also be authorized by the Board for City employee performance evaluations and 
education achievement and these, also, shall not exceed five points. Documentation will be 
required. The applicant must receive a passing grade on the examination before any of the 
above stated credit may be added. 
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SECTION 2107. ELIGIBILITY TO COMPETE IN PROMOTIONAL EXAMINATIONS 
Promotional examinations shall be open only to permanent City employees who have civil 
service status and who have served in a specified class/classes for such period as shall be 
prescribed by the Board. No employee shall be eligible to compete in a promotional examination 
without having satisfactorily completed the probationary period and met the acceptable work 
standards for the present position during the period as provided in these Rules.  The completion 
of the probationary period as an eligibility requirement for a promotional examination may be 
waived in exceptional cases by the Board when it is shown to be for the good of the City. 
 

SECTION 2108. SERVICE RATING 
An employee shall be deemed eligible for a promotional examination only if his/her last service 
rating was satisfactory. 

 

SECTION 2109. PROMOTIONAL PLAN FOR THE KNOXVILLE FIRE DEPARTMENT 
 
 Section 2109.1. Classification Advancement 

Following the initial entry into the classification of Firefighter Recruit with the Knoxville Fire 
Department, all Firefighter Recruits who successfully complete the Knoxville Fire Training 
Academy will move into the Firefighter classification. 
 
All Firefighters who meet all minimum requirements for Senior Firefighter will be qualified to 
compete promotionally for Senior Firefighter when posted by the Civil Service Department.  
All Firefighters successfully meeting all requirements and all testing procedures for Senior 
Firefighter will be promoted to Senior Firefighter.  

 
All Senior Firefighters who meet all minimum requirements for Master Firefighter will be 
qualified to compete promotionally for Master Firefighter when posted.  

 
All Master Firefighters who meet all minimum requirements for Fire Officer will be qualified to 
compete promotionally for Fire Officer when posted.  

 
All Fire Officers who meet the respective minimum requirements will be qualified to compete 
promotionally for Fire Assistant Chief, Fire Assistant Chief, Senior, and non-exempt 
positions of Fire Deputy Chief when posted.  

 
All Fire Assistant Chiefs who meet the respective minimum requirements will be qualified to 
compete promotionally for Fire Assistant Chief, Senior and non-exempt positions of Fire 
Deputy Chief when posted. 
 
All Fire Assistant Chiefs, Senior who meet the respective minimum requirements will be 
qualified to compete promotionally for non-exempt positions of Fire Deputy Chief when 
posted. 

 
 Section 2109.2. Minimum Requirements 

The term "minimum requirements" which is used throughout this promotional plan is 
intended to include any requirements listed in these Rules and Regulations plus any 
requirements listed in the respective classification specifications or posting announcements. 
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In the event that a uniformed employee in the Knoxville Fire Department does not meet a 
minimum qualification for a promotional examination due to a documented temporary 
disability, the employee may submit a written request to Civil Service for a temporary waiver 
of the requirement. The Executive Secretary/Director and the Chairman of the Civil Service 
Merit Board shall confer regarding the appropriateness of the proposed temporary waiver, 
and by consensus they shall have the authority to waive the minimum qualification 
temporarily. If waived, the employee may sit for the promotional exam but will not go onto 
the eligible register until he or she completes the waived requirement. Once the waived 
requirement has been successfully completed, the employee will remain on the eligible 
register for  five years from the time he/she originally tested. 

 
 Section 2109.3. Selection Procedure Components 

Successful completion of each component of the selection procedure shall be required as 
specified in the vacancy announcement. The selection procedure shall consist of one or 
more of the following parts as more fully described in Article 8 of the Civil Service Merit 
Board Rules and Regulations: 

 
(a)  Written test (g) Assessment center 
(b)  Oral interview (h) Performance appraisal 
(c)  Performance test (i) In-service training 
(d)  Physical test (j) Elective training 
(e)  Mental test (k) Educational achievement 
(f)   Training & experience evaluation  

 
Section 2109.4.   Minimum Years of Service 
Senior Firefighter   Two years service as a Firefighter 
Master Firefighter   Two years service as a Senior Firefighter 
Fire Officer   Two years service as a Master Firefighter 
Fire Assistant Chief  Three years service as a Fire Officer 
Fire Assistant Chief, Senior Three years service as a Fire Officer or one year 
 service as a Fire Assistant Chief 
Fire Deputy Chief Three years service as a Fire Officer or one year 
(does not apply to CS  service as a Fire Assistant Chief 
exempt positions) 

 
Section 2109.5 Conditions for Waiving Minimum Years of Service Requirements 
If no one applies for a promotional position, if no one passes all the requirements for a 
promotional position, or if no one eligible accepts the promotional position, the minimum 
years of service requirements may be waived to allow the next preceding rank to apply for 
said position. 
 
Section 2109.6. Annual Testing 
Annual promotional testing will be conducted by the Civil Service Merit Board for Senior 
Firefighter, Master Firefighter, Fire Officer, and Fire Assistant Chief for the purpose of 
establishing eligibility registers. All requisitions which are received during the year between 
tests will be filled from the eligibility register. In the event that there is no candidate who 
meets the minimum service requirement for any classification, the annual testing is not 
required for that classification.   
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SECTION 2110. NOTIFICATION 
Whenever the Board orders a promotional examination to be held, notice of such examination 
shall be published and posted in the department or departments in which eligibles are 
employed. It shall be the duty of the Department Head in each department where eligibles are 
employed to see that each eligible is notified of the examination or has access to such notice. 
 

SECTION 2111.  APPLICATION 
The Board shall require that each eligible who cares to compete for promotion must fill out 
application blanks as prescribed and present his application to the Executive Secretary/Director  
to the Board on or before any specified date. 

 

SECTION 2112.  INVALID APPOINTMENTS 
No person may be appointed to a civil service position without satisfying all requirements of the 
Charter, and of the Rules and Regulations promulgated pursuant thereto, relating to such 
appointments.  The appointment or employment of any individual in violation of the Charter or 
the Rules and Regulations promulgated pursuant to the Charter shall be invalid from its 
inception, and said individual shall have no right to hold, or continue to hold, or to receive 
compensation while holding, any position to which he was not appointed in accordance with the 
Charter or Rules and Regulations adopted pursuant thereto. 

 
SECTION 2113. CAREER DEVELOPMENT PLAN FOR THE KNOXVILLE POLICE 

DEPARTMENT 
  
 Section 2113.1. Career Development Philosophy 

The future of police service will be determined by the quality of personnel who can be 
attracted to its ranks.  Failure of the police organization to meet the expectations of 
qualified individuals will result in low employee morale and generally poor performance.  
The improved effectiveness of the police organization will be based significantly on the 
output of the individual employee properly placed in the organization and motivated 
through increased responsibilities and incentives.   

 
Career development is a planned organized process which begins at the time of an 
individual's initial employment and continues until the end of his/her working career.  
Career development necessitates the establishment of career paths and options.  These 
career path options offer opportunities for individual members to pursue career choices 
throughout their employment, and at the same time, increase organizational productivity 
and proficiency.   

 
Career development seeks to serve the individual member and the police organization.  
This will result in a policy agency better equipped and motivated to serve the community 
in law enforcement. 

 
 Section 2113.2. Career Path Alternatives 

Implementation of the Career Development Plan will create career paths for uniformed 
bodies, both horizontally and vertically, and create a cohesive organizational structure.  
The Career Development Plan provides two (2) career paths for the uniformed bodies.   
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Both career paths provide a defined plan for career advancement and personal 
development spanning over a specific period of time.  Each individual will be offered 
counseling on career path opportunities.  The degree of difficulty for advancement is 
directly related to the knowledge, skills, and abilities required to execute the job 
successfully.  Structured career paths serve to strengthen the structure of the Knoxville 
Police Department to insure the attainment of the overall goals and objectives. 

 

Listed below are the specific career paths which are designated for the uniformed bodies 
in the Knoxville Police Department:  

 
 * Police Officer 
 * Supervisory/Management 
 
 Please refer to the Organizational Chart on the next page. 
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Section 2113.3. Provisions Common to All Career Paths 
Annual testing for Career Development Classifications in the Police Department will be 
done by the Civil Service Merit Board in the Police Officer Career Path unless otherwise 
requested by the Police Chief and approved by the Board. Annual testing does not imply 
or indicate that an actual vacancy exists. It only means that an eligibility list is being 
created or updated. Should the Department Head for the Police Department declare that 
a vacancy is to be filled in any of the classifications in which annual testing has occurred, 
the vacancy will be filled from the established eligibility register. However, because 
promotional matters are discretionary in nature, successful test results and the meeting 
of all eligibility requirements do not in any way guarantee a promotion. "Eligibility for 
promotion" and "actual promotion” are separate and distinct matters. 

 
When a vacancy occurs, all employees shall be eligible to demote to a position in which 
they have been previously certified or may compete for another lesser position if they so 
desire. 

 
Nothing in this Career Development Plan is intended to limit the number of positions 
which can be allocated to any classification, although limitations may be provided 
through administrative or budgetary processes. 

 
The term "minimum requirements" which is used throughout this Career Development 
Plan is intended to include any requirements listed in these Rules and Regulations plus 
requirements listed in the respective classification specifications or posting 
announcement. 

 
 Section 2113.4. Police Officer Career Development Option 

The Police Officer Option is structured into four five (45) classifications known as Police 
Officer, Police Officer I, Police Officer II, Police Officer III, and Police Officer IV. Minimum 
standards and qualifications for entry into the four (4) promotional classifications will 
insure that quality training, achievement and advancement occur within the police 
department. 

 
All Police Officers who have met the minimum requirements for the vacant position will 
be eligible to compete for Police Officer I and Sergeant. 
 
All Police Officer I's who have met the minimum requirements for the vacant position will 
be eligible to compete for Police Officer II and Sergeant. 

 
All Police Officer II's who have met the minimum requirements for the vacant position will 
be eligible to compete for Police Officer III and Sergeant. 

 
All Police Officer III's who have met the minimum requirements for the vacant position 
will be eligible to compete for Police Officer IV and Sergeant.  

 
All Police Officer IV's who have met the minimum requirements for the vacant position 
may compete for Sergeant. 
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 Section 2113.5. Criminal Investigator Career Development Option 

All Criminal Investigator Ill's who have met the minimum requirements for the vacant 
position will be eligible to compete for Police Officer IV and Sergeant. 
 

  Section 2113.6. Supervisory/Management Career Development Option 
The Supervisory/Management Option is structured into four three (43) classifications 
known as Sergeant, Lieutenant, and Captain., and Deputy Chief (except exempt 
positions). 

 
All Sergeants who have met the minimum requirements for the vacant position will be 
eligible to compete for Lieutenant and Police Officer III. 

 
AII Lieutenants who have met the minimum requirements for the vacant position will be 
eligible to compete for Captain and for Police Officer IV. 

 
All Captains who have met the minimum requirements for the vacant position will be 
eligible to compete for Deputy Chief. 

 
 Section 2113.7. Selection Procedure Components 

Successful completion of each component of the selection procedure shall be required 
as specified in the vacancy announcement.  The selection procedure shall consist of one 
or more of the following parts as more fully described in Article 8 of the Civil Service 
Merit Board Rules and Regulations: 

 
(a) Written test (g) Assessment center 
(b) Oral interview (h) Performance appraisal 
(c) Performance test (i) In-service training 
(d) Physical test (j) Elective training 
(e) Mental test (k) Educational achievement 
(f) Training & experience evaluation 
 

 Section 2113.8. Minimum Years of Service 
Police Officer I: Three years of service in approved P.O.S.T. certified law enforcement 
including at least two years as a Police Officer with the Knoxville Police Department.   

 
Police Officer II: Six years of service in approved P.O.S.T. certified law enforcement 
including at least one year as a Police Officer I. 
 
Police Officer III:  Nine years of service in approved P.O.S.T. certified law enforcement 
including at least one year as a Police Officer II or six months service in Sergeant 
classification or three years service as a Police Officer II. 
 
Police Officer IV:  Twelve years of service in approved P.O.S.T. certified law 
enforcement including at least one year as a Police Officer III or six months service in 
Lieutenant classification or three years service as a Police Officer III. 
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Sergeant:  One Three year service in Police Officer I classification including at least 5 
years of uniformed service with the Knoxville Police Department. 
 
Lieutenant:  Three Two years service in Sergeant classification. 
 
Captain:  Three Two years service in Lieutenant classification. 
 
Deputy Chief:  Two years of service in Captain classification  

 
All P.O.S.T. certified law enforcement experience outside of the Knoxville Police 
Department must be approved through the Accelerated Advancement Program 
(described in Section 2113.9) before it can be used to meet the minimum years of 
service requirement. 

 
 Section 2113.8.1. Conditions for Waiving Minimum Requirement 

For promotional positions, if no one applies for such a position, if no one passes all the 
requirements for such a position, or if no one accepts the promotional position, minimum 
requirements may be waived to allow the next preceding rank to apply for said position.   

 
Officers who, due to an on-duty injury, do not have the required minimum years of 
service in a classification to be eligible for promotion may have the minimum years of 
service in a classification waived if the following conditions are met: 
 
(a) The officer’s total years of service in the Knoxville Police Department uniformed 

body is equal or greater than the total years of service required for the 
promotional classification; 

(b) The officer has civil service status in the classification immediately preceding the 
promotional classification; 

(c) The officer does not have a history of abuse of restricted duty; 
(d) The officer has successfully completed all other minimum requirements; and 

(e) Approval is granted by the Board. 

 
 Section 2113.8.2   Annual Testing 

Bi-annual promotional testing will be conducted by the Civil Service Merit Board for PO I 
– IV, and annual promotional testing will be conducted by the Civil Service Merit Board 
for Sergeant, Lieutenant, and Captain, and Deputy Chief for the purpose of establishing 
eligibility registers. All requisitions which are received during the year between tests will 
be filled from the eligibility register. In the event that there is no candidate who meets 
the minimum service requirement for any classification, the annual testing is not 
required for that classification.   

 
 

 Section 2113.9. Accelerated Advancement 
All uniformed officers must enter the Knoxville Police Department in the classification of 
Police Officer Recruit. While enrolled in the Knoxville Police Academy, officers have the 
opportunity to describe any law enforcement experience they possess outside the 
Knoxville Police Department. Information regarding outside experience is submitted on a 
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form provided to each Recruit.  The information provided in this form will be used to 
determine whether an Officer may be accelerated through the Police Officer career path.  

 
After successful graduation from the Police Training Academy, employees move into the 
classification of Police Officer.  All employees must remain in the Police Officer 
classification for a period of two (2) years before applying for the next level of the Police 
Officer series. 

 
Upon receipt of a fully completed accelerated advancement application but no sooner 
than during an Officer’s first year in the Police Officer classification, a panel will review 
the Officer’s law enforcement experience obtained outside the Knoxville Police 
Department.  The review panel will be comprised of a member of the Civil Service 
Department and at least three (3) members of the Knoxville Police Department to be 
appointed by the Police Chief.  Panel members may include the following:  KPD Field 
Training Officer Coordinator, KPD Training/Personnel representative, and two (2) KPD 
employees occupying the classifications of Sergeant or above. 

 
The Civil Service Department will coordinate and administer the review panel process 
procedures.  In addition to reviewing information presented by each Officer upon initial 
application for Police Officer, panel members may also conduct a more extensive 
background investigation to determine the legitimacy of the information provided.  The 
review panel not only evaluates number of years of experience but must also take into 
account an Officer’s quality of service (with KPD and other agencies) and equivalency to 
KPD experience.  Time served in a law enforcement academy will not count toward 
credit for accelerated advancement. 

 
The determination of years of law enforcement experience obtained by each Officer 
does not guarantee promotion through the Police Officer career path.  The decision only 
determines whether an Officer possesses enough experience to sit for the examination 
for a given classification. 

 
In the event that an Officer disputes the decision of the panel regarding qualifying 
experience, the Officer may file an appeal and appear before a committee comprised of 
the Police Chief and Executive Secretary/Director to present his or her case.  If a 
unanimous decision cannot be reached, the appeal will be brought before the Board for 
resolution.   

 
The amount of experience determined by the qualifying panel may be used to accelerate 
Police Officers through the Career Development Plan.  All Officers must serve at least 
one year in each level of the Police Officer series.  Once this required period has been 
served, any Officer who possesses enough law enforcement experience and meets all 
applicable minimum requirements to move to the next level of the series may sit for the 
appropriate examination when it is posted.  The following chart details the degree of 
experience necessary to apply for each level of Police Officer. 
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Level Law Enforcement Experience 

  
Police Officer I 3 years 
Police Officer II 6 years 
Police Officer III 9 years 
Police Officer IV 12 years 

 
Current officers are subject to the same review process described in this rule.  Prior to 
annual testing for Police Officer I-IV, current Officers may apply for review of their law 
enforcement experience obtained outside the Knoxville Police Department.  No review 
is required for KPD experience.  Credit will be given for experience that meets 
qualifying standards.   
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GENERAL DESCRIPTION 

Under administrative direction of the Police Assistant Chief, responsible for providing leadership in the design, 
implementation, evaluation and continuous improvement of a comprehensive strategy designed to promote a 
culture of accountability and adherence to law and policy. Responsible for providing overall direction and guidance, 
planning, policy creation, strategic communication, and technical and internal support for Knoxville Police 
Department around diversity, equity and inclusion initiatives. Incumbent is the internal champion for Knoxville 
Police Department to identify barriers that inhibit the fulfillment of the department’s priorities and supports the 
adoption of effective solutions. Incumbent will build cultural competence for the department and support efforts to 
diversify the workforce. 

 
ESSENTIAL FUNCTIONS 
Directly oversees investigative and analytical work for the Internal Affairs Unit that is difficult, complex, and involves issues 
that are highly sensitive and confidential. Ensures investigations are thorough, timely, fair, and compliant with relevant 
laws. 

Evaluates the internal investigation process and makes recommendations on strategies and policies to improve complaint 
gathering and investigative procedures. Implements goals, objectives, policies, procedures and programs to maximize 
efficiency. 

Provides briefings to the Police Assistant Chief of complaints made against the department or its employees. Updates the 
Police Assistant Chief on the status of all investigations of a serious nature. 

Assesses trainings, policies, and practices in the department analyzing data and information about complaints, use of 
force incidents, body worn camera violations, vehicle pursuits and the early warning system and makes recommendations 
to the Knoxville Police Department Command Staff. 

Responsible for the appropriate review and audit of use of force reports; coordinates with the use of force board. 

Responsible for the appropriate review and audit of body worn camera violations; reviews recordings to audit officer 
performance and compliance with departmental policies. 

Ensures accountability throughout the department and implements corrective measures. 

Provides analysis and recommendations to the Law Department and Civil Service regarding disciplinary action to promote 
and set a standard of consistent discipline. 

Maintains liaison to TBI and the District Attorney General’s office on officer involved shootings and in-custody deaths. 

Partners with other agencies to reduce or prevent misconduct through identification of patterns or trends arising through 
complaints, investigations, and lawsuits. 

Establishes, serves as liaison to, and maintains effective working relationships with diverse groups, including City staff, 
outside agencies, community-based organizations, professional organizations, the public, community leaders, and public 
officials. 

Articulates the desired mindset and behaviors of the Knoxville Police Department. Assesses the department’s current culture 
versus the desired culture and identifies specific gaps needing addressed. Works closely with leadership to declare the degree 
of culture shift necessary to achieve realization. Develops and executes a plan that will allow employees to understand, 
embrace, and institutionalize the desired mindset and behaviors. Periodically assesses the adaptation capacity and change 
load within the department. 

Serves as a subject matter expert providing education and recommendations to the Knoxville Police 
Department. Regularly assesses the department’s work, including its policies, practices, procedures, training, 
communications, and standards, to help create, enhance, develop, plan, integrate, and implement diversity, equity, and 
inclusion goals and strategies. Identifies and champions strategic diversity, equity, and inclusion goals, objectives, and 
priorities for the Knoxville Police Department and works to translate strategies into practical and actionable solutions. 

Oversees and conducts investigations into allegations of improper conduct relating to diversity, equity, and inclusion. 
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Coordinates with the Office of Community Empowerment and the Office of Community Safety leadership to use incidents as 
moments of opportunity to move diversity, equity, and inclusion work forward; Works together to ensure KPD is exceeding 
expectations set by City leadership; Maintains strong working relationships with and serves as a liaison to the Police Advisory 
& Review Committee. 

 
MARGINAL FUNCTIONS 

Performs related work as required. 
 
KNOWLEDGE, SKILLS, AND ABILITIES 

Excellent judgment with the ability to manage highly sensitive and confidential information. 

Ability to act with a high level of tact, independent judgment, discretion and diplomacy. 

Ability to function effectively under pressure and maintain neutrality. 

High level of management / supervisory experience, proven leadership skill, and significant trial experience. 

Strong and effective interpersonal skills; the ability to listen well and demonstrate sensitivity to and respect for individual 
needs. 

Critical thinking skills demonstrated by the ability to analyze information, evaluate results, and facilitate resolution of 
difficult challenges, including the ability to handle complex issues of extreme sensitivity. 

Ability to establish and maintain effective working relationships with the public, City officials, departmental representatives, 
coworkers, etc. 

Ability to read and interpret complex legal documents to evaluate their impact on policy and procedures. 

Strong skills in the areas of public speaking, conflict resolution, problem-solving techniques, interviewing and 
investigation. 

Skill in writing concise, logical, analytical reports to convey complex issues. 

Demonstrated commitment to diversity and success in working with diverse constituencies. 

Familiarity and understanding of law enforcement structure and demonstrated experience with effectively managing the 
afforded challenges. 

Knowledge of federal, state, and local laws, regulations, and procedures applicable to internal law enforcement investigations 
and review responsibilities and jurisdictions. 

Working knowledge and experience using Microsoft Office Suite, utilizing social media and website platforms with the ability to 
learn Department or City specific software programs. 

 
PHYSICAL REQUIREMENTS 

This position consists of primarily light work, requiring the incumbent to exert up to 20 pounds of force occasionally, or 10 
pounds (or less) of force frequently in order to lift/carry, push/pull or otherwise move objects. The job usually requires walking 
or standing to a significant degree; however, if the employee frequently uses arm and/or leg controls which require him/her to 
exert forces greater than 10 pounds and the employee sits most of the time, the job should be rated for Light Work. A 
description of the specific physical requirements associated with this position is maintained on file in the Human Resources 
office for review upon request. 

 
MENTAL REQUIREMENTS 

This position requires the use of logic and/or scientific thinking to define problems, collect information, establish facts, draw 
valid conclusions, devise and implement policies and regulations, and to manage and coordinate multiple programs or projects 
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(e.g., engineer, department manager (single function department), management analyst). A description of the specific mental 
requirements associated with this position is maintained on file in the Human Resources office for review upon request. 

 

MINIMUM REQUIREMENTS 

A Juris Doctor from a college or university accredited by a C.H.E.A. recognized agency. 

 
PREFERRED QUALIFICATIONS 

Experience in executive level work in oversight of law enforcement, including investigating allegations of misconduct, auditing 
law enforcement investigations, or comparable legal or investigative experience preferably at a police oversight entity, 
inspector general’s office, or prosecutor’s office. 

Extensive knowledge of public safety, oversight or auditing work. 

Experience with enhancing community engagement, leading organizational transformation, and using data to advocate for 
policy changes. 

 
 
 
 
____________________________________________________________________________________________________ 
Signature and Job Title 
 
 
 
 
_________________________________________________________              _________________________________ 
Department         Date 
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MEMORANDUM 
 

DATE: January 12, 2023  
 
FROM: Vicki Hatfield, Civil Service Director 
 
TO:  Chief Paul Noel, KPD 
 
RE:  Proposed Changes to the KPD Hiring Process 
 
Following productive conversations between Civil Service, KPD, and HR to discuss 
strategies to address the high DNR/NLI (“Did Not Report” or “No Longer Interested”) rate 
we are currently experiencing between application and testing for Police Officer Recruit, I 
believe we have collectively arrived at a progressive and positive solution that will work 
within existing Civil Service constraints while meeting KPD needs. 
 
 I propose that we amend the exam requirement for the job class of police officer recruit 
from a written examination to a simplified examination procedure as provided in CSMB 
1523. 
 
For reference, CSMB 812 specifies that all persons shall take a required examination prior 
to being employed in a Civil Service position. CSMB 1523 allows me to adopt or authorize 
the use of a “simplified examination procedure” in cases where the character or conditions 
of employment make it impractical to supply the needs of the service through standard 
examination procedures. I think we all agree that the current state of recruitment for police 
officer recruit demonstrates that our standard examination procedures are currently 
unable to meet KPD’s needs. 
 
A simplified examination procedure consist of a questionnaire that will allow Civil Service 
to determine that applicants meet the minimum qualifications and are able to perform the 
job duties. During the screening process, we use that to rate applicants as qualified and 
place them in unranked order on the eligible list. All eligible applicants shall be referred to 
KPD for consideration under this proposal.  
 
I have attached a copy of a sample simplified exam for a visual reference and propose 
that we adopt a similar questionnaire for KPD that includes questions regarding minimum 
qualifications, ability to perform essential job functions with or without an accommodation, 
and automatic background disqualifiers. Any applicant who meets these conditions on the 
questionnaire will be deemed eligible and will be referred to KPD. 
 
This is tentatively what the hiring process would look like: 
 



 

1. KPD submits an open requisition that we will use to supply continuous referrals 
until KPD closes the requisition (to ensure compliance with CSMB 1501). KPD 
should probably also submit an open requisition for PSR so that you can hire on a 
continuous basis without additional requisitions.  

2. Civil Service posts continuously and accepts applications continuously.  
3. Candidate submits an application packet which would include: 

a. Application 
b. Required attachments (birth certificate, DL, etc.) 
c. Completed PHQ and release forms 
d. Simplified Exam Questionnaire 

4. Civil Service screens application and questionnaire for eligibility. 
5. On a frequency agreed upon by Civil Service and KPD (daily, bi-weekly, weekly), 

Civil Service will forward a supplemental referral to the open requisition that 
includes all newly eligible applicants and their materials. (This will eliminate the 
need for a special referral for PSR. KPD can simply choose to hire any selected 
candidate as a PSR immediately).  

6. KPD can contact candidates within days of application, and will conduct interviews, 
PPTs, and make selections on whatever schedule you establish. 

7. Selected candidates on each referral are returned to Civil Service. 
8. Civil Service approves and forwards referrals with selections to HR for processing. 
9. KPD hires candidates for Recruit when there is an academy start date, but can 

hire them as PSRs at any time prior to that.  
  
These same changes can apply to Cadet and Lateral. There will be some details to work 
through, but I think as a team we can certainly address those details as quickly as 
possible.  Some of the questions we have already identified: 
 

1. Civil Service: Will any rules need to be amended?  (I am already doing a review) 
2. Civil Service & KPD: What should the content of the questionnaire be? 
3. HR: Do PHQs and releases need to be notarized or can electronic signatures be 

accepted in order to facilitate the process? 
4. Civil Service: How to transition applicants who are already in the process? (I am 

reviewing this as well) 
5. Civil Service & KPD: What is the desired frequency for referral (daily, bi-weekly, 

weekly)?  

 
If this proposal meets with your approval, we can begin working out the details of this 
transition immediately. Please let me know if you would like to proceed and if there are 
any additional questions, concerns, or thoughts at this time. 
 
I appreciate the opportunity to work with you on this transition. 
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POLICE OFFICER RECRUIT 

TRAINING AND EXPERIENCE QUESTIONNAIRE (ONLINE VERSION) 

 

**YOU MUST SIGN THE LAST PAGE** 

 

NAME_____________________________________     DATE________________________________ 

 

I. MINIMUM QUALIFICATIONS: Do you meet the following qualifications (answer yes or no for 

each question)? 

 

    A.    Yes        No       Have you reached your 21st birthday? 

   B.     Yes        No       Have you graduated high school or have a GED? 

   C.    Yes        No       Do you possess or are you able to obtain a TN driver’s license? 

   D.    Yes        No       Are you a US citizen or a permanent legal resident of the US? 

 

II. KNOWLEDGE, SKILLS, & ABILITIES: With or without an accommodation, are you willing 

and able to: (answer yes or no for each question)? 

    A.    Yes        No       Communicate effectively orally and in writing? 

   B.      Yes        No       Take charge and handle unstable situations? 

   C.    Yes        No       Remain calm in stressful situations? 

   D.    Yes        No       Read and understand information/instructions? 

   E.    Yes        No       Use and apply logical thinking skills to problems? 

   F.    Yes        No       Act ethically in all situations? 

 

III.  BACKGROUND DISQUALIFIERS: These are background absolute disqualifiers: (answer 

yes or no for each question)? 

    A.    Yes        No       insert absolute disqualifier here? 

   B.      Yes        No       insert absolute disqualifier here? 

   C.    Yes        No       insert absolute disqualifier here? 

   D.    Yes        No       insert absolute disqualifier here? 
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   E.    Yes        No       insert absolute disqualifier here? 

   F.    Yes        No       insert absolute disqualifier here? 

 

 

I certify that all information provided in this Training and Experience Questionnaire is my own, and is true and 

correct in all respects.  I understand that any falsification of information, or willful misstatement of fact will 

cause forfeiture upon my part of all rights to any employment subject to the jurisdiction of the Civil Service 

Merit Board of the City of Knoxville. 

 

____________________________________  ____________________________ 
Applicant Signature       Date 

 

FOR CIVIL SERVICE USE ONLY 

Screened by:___________________   

Date Screened:_________________   

Meets Eligibility? __________   
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