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This policy is intended to clarify the job duties and rotations for sworn officers assigned to investigations, 

school liaisons, task force, and other assignments such as Community/Problem Oriented Policing. 

 

It is the policy of this Department to offer sworn officers’ job assignments that will serve to foster their career 

development and enhance their skills and abilities.  As such, positions in investigations, school liaison, task 

forces, and Community/Problem Oriented Policing shall be rotated on a regular basis.  Although this policy 

outlines suggested rotations for assignments, all decisions as to how long an officer actually stays in an 

assignment will be made by the Chief of Police. 

 

In addition to the above assignments, this policy will also cover the assignment and responsibilities for Acting 

Sergeant. 

 

 

304:1 Definitions/Responsibilities/Rotations 

 
304:1-1 Liaison Officers 

These police officers are assigned to 

investigations and responsible for juvenile 

oriented criminal investigations and will work 

to enhance the general safety of students and 

faculty staff in and around the public schools. 

The Liaison Officer shall be under the 

direction of the Investigations Captain.  These 

officers will work with school administrators, 

counselors, teachers and students while 

conducting investigations and providing for a 

safe school environment.  This position will 

also be responsible for instituting and 

administering police-related youth programs 

such as the DARE program.   

 

Officers working in this position should be 

able to work with a minimum of supervision 

and should have the ability to effectively 

communicate with both school officials and 

youth. Officers working in this position shall 

be selected through an interview process that 

will have input from the school district, and 

shall serve a rotation of up to four years at the 

discretion of the Chief of Police the officers 

have the option of re- applying at the end of 

their assignment. 

 

When school is not in session, the officers 

who are assigned as school liaisons will be 

assigned responsibilities in the police 

department based on departmental need. 

 
304:1-2 Investigators 

This police officer is assigned to 

investigations and is responsible for working 

assigned criminal cases.  The investigator shall 

be under the direction of the Investigations 

Captain.  The investigator must be able to be 

flexible and will receive specialized training 

and should be able to work with a minimum of 

supervision.   

 

 An investigator will be assigned up to five 

years with the option of reapplying at the 

end of the five year assignment.  The 

assignment may be extended or shortened 

at the discretion of the Chief of Police 

based upon circumstances such as 

required training and interest of other 
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candidates.  The final selection of the 

investigator will be at the discretion of the 

Chief of Police. 

 

Selection Process 

Vacancies in the investigations division will 

be filled through a selection process of 

interested applicants and the final selection of 

officer(s) will be at the discretion of the Chief 

of Police.  

 

304:1-3  Community Oriented Policing 

Coordinator 

This police department may elect to have 

positions involved in Community and/or 

Problem Oriented Policing specialties.  These 

officers will work with the community to 

include citizens, apartment managers, 

landlords, and the business community to 

address community crime concerns and to 

work on identified issues through crime 

prevention and/or enforcement.  These 

positions may be temporary (less than 180 

days) or serve up to a four -year term.  

Temporary positions will be filled on an “as 

needed” basis as designated by the Chief of 

Police or his designee.  Terms that are 

expected to last longer than a year will be 

filled through a selection process of interested 

applicants.  This assignment may be extended 

or shortened at the discretion of the Chief of 

Police. 

 

304:1-4  Task Force Positions 

The police department may elect to participate 

in multi-agency task forces such as the Anoka-

Hennepin Drug and Violent Crimes Task 

Force.   

 

Selection: A selection process will take place 

involving interested Columbia Heights police 

officers and may involve representatives of the 

task force.  The final selection of the officer(s) 

serving on a task force will be at the discretion 

of the Chief of Police.  

 

Rules and Regulations: Columbia Heights 

police officers serving on task forces may be 

required to work off-site but will be subject to 

the rules, regulations, policies, and supervision 

of the police department.   

 

Length of Assignment: Officers working on 

multi-agency task forces shall normally work 

on a rotation of three years, which may be 

extended or shortened at the discretion of the 

Chief of Police based upon circumstances 

such as required training and interest of other 

candidates.   

 

Performance: Columbia Heights Police 

Department officers assigned to a task force 

will be expected to meet POP and COP 

performance goals relevant to the position in 

which they assigned. The goals will be 

communicated by the Investigations Captain 

and evaluated on a regular basis.  

 

Equipment: Columbia Heights Police 

Officers assigned to a task force may be 

assigned specialty equipment to include 

alternate firearms (Glock 26) with which they 

are required to qualify. All equipment is 

issued for legitimate business use only and this 

includes take-home vehicles.  

 

Overtime: Columbia Heights Police 

Department officers assigned to the task force 

will be instructed on their overtime cap at the 

beginning of their assignment. This cap is the 

maximum overtime the officer may work in a 

pay period from all overtime sources. Officers 

are expected to remain within their cap, as 

well as the contractual limits on comp time 

balances. “Black book” or off the book time is 

not permitted. The cap on overtime represents 

the maximum allowed overtime hours. It is not 

a guarantee of additional hours, and may be 

adjusted at any time at the discretion of the 

Chief of Police.  

 

304:1-5 POP/Street Crimes Unit 

The police department may elect to have 

positions in a POP/Street Crimes Unit.  These 

officers will work with the community to 

include citizens, business owners, apartment 

managers, landlords and other police agencies 

to address community crime concerns and 

quality of life issues.  These positions may be 

temporary (less than 180 days) or serve up to a 

two year term.  Temporary positions will be 

filled on an “as needed” basis as designated by 

the Chief of Police or his designee.  This 

assignment may be extended or shortened at 

the discretion of the Chief of Police.   

 

The officers assigned as POP/Street Crimes 

Unit officers may be assigned other 

assignments, to include but not limited to, 
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uniformed patrol, plain clothes details, 

investigations, and other areas of need.   

 

304:2 Acting Sergeant 

 

304:2-1  Acting Sergeant 

The police department may elect to assign an 

acting-sergeant when there has been an 

identified need that will not be filled with an 

ongoing hire or promotion at the time of 

appointment or within a reasonable time as 

identified by the City.  

 

Selection: In order to allow interested and 

qualified individuals the opportunity to gain 

experience in a promotional application 

process, a selection process will take place for 

this assignment. The final selection of the 

officer(s) assigned as Acting Sergeant will be 

at the discretion of the Chief of Police.  

 

Qualifications: The minimum qualifications 

to be considered for the Acting Sergeant 

include: 

 An associate’s degree in criminal justice 

or a related field (preference will be given 

to those with a bachelor’s degree).  

 3 years of law enforcement experience in 

an agency of 12 or more sworn officers 

(preference will be given for 5 or more 

years of experience) 

 Not a probationary employee 

 

Length of Assignment: Officers will be 

assigned to the Acting Sergeant role for a 

period of up to six (6) months. This period 

may be lengthened or shortened at the 

discretion of the Chief of Police, in order to 

meet the needs of the department or 

performance issues.  

 

Performance: Officers assigned as an Acting 

Sergeant will work under the direction of the 

Patrol Captain and be expected to perform the 

role of Sergeant as outlined in the job 

description to include, but not limited to the 

following: 

 Supervises the line function for 

consistency and application of 

departmental policies, procedures and 

rules to prevent and detect crime, control 

traffic, and enforce laws and ordinances. 

 Carries out the work plan of the Police 

Department in terms of encouragement, 

inspiration, training and general 

supervision to channel the individual 

effort into effective and productive 

actions. 

 Investigates minor complaints of 

misconduct of Police Officers. 

 Provide input on officer evaluations. 

 

Acting Sergeants will not have the authority to 

issue discipline or place an officer on leave 

without first receiving direction from a 

Captain or the Chief.  

 

Compensation: Officers assigned to the role 

of Acting Sergeant shall be paid at the current 

entry level hourly wage for a Columbia 

Heights Police Sergeant. Monthly longevity 

pay will be included in, and not in addition to, 

the Sergeant hourly rate calculation. Acting 

Sergeants are not eligible for monthly 

assignment pay.  

 

Work Schedule:  Officers assigned to Acting 

Sergeant pursuant to this policy will work an 

assignment as determined by department need 

and may include days and nights or a 

combination of the two.  

 

Uniform: Officers assigned as Acting 

Sergeants will display gold sergeant chevrons 

on the collars of their uniform shirts and 

jackets. Chevrons shall not be permanently 

attached to any uniforms.  

 

 
 

BY ORDER OF: 
 

Lenny Austin, Chief of Police 
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