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I.

PURPOSE

2021-2023 Equal Employment Opportunity Plan

Section I-A:

PURPOSE

The Equal Employment Opportunity (EEO) Advisory Committee for the City of Fort Worth Police
Department (CFW-PD) is pleased to present this Equal Employment Opportunity Plan and Report. This
document is intended as an informational resource, providing a department-wide overview and report of
programs, initiatives, and plans aimed at promoting diversity and inclusion and ensuring equal
employment opportunity.
The 2021-2023 Equal Employment Opportunity Plan is a combined two-year plan and report. It outlines
recommended objectives for the next two years (2021-2023). This document is intended to reinforce
equal employment opportunities throughout every level of the Police Department with emphasis on
hiring, promotions, retention, inclusion, and career development opportunities.
The purpose of the Equal Employment Opportunity Plan is to:
Affirm the CFW-PD's commitment to equal employment opportunity and diversity and inclusion
in its employment practices, program operations, and service delivery systems.
Outline goals and action steps to:
 Attract and retain a diverse workforce that is reflective of the community;
 Increase inclusion among employees of differing identities and backgrounds to promote a
welcoming and productive workforce that responds to the needs of a diverse community;
 Promote a work environment that is free from all forms of discrimination and harassment,
including unfair treatment based on sex, pregnancy, childbirth or related medical conditions,
race, veteran status, religion, color, national origin or ancestry, physical or mental disability,
medical condition, marital status, age, gender (including gender identity and gender
expression), sexual orientation, use of family medical leave, genetic testing, or any other
basis protected by federal or state law;
 Provide opportunities for career development and advancement for all employees, and
identify barriers and challenges to diversity and inclusion and remove them or develop
solutions, and;
 Increase the pool of qualified, diverse applicants, particularly for job categories or areas that
are underrepresented.
Recognize that the success of the CFW-PD’s equal employment opportunity and diversity and
inclusion programs depends on Department leadership support, along with a commitment from
division/section/unit heads, managers, supervisors, and employees to advance these goals.
Committee Members:
Committee Members will be selected to ensure the enforcement and review of this program moving
forward. These individuals will be identified at a later date.
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Comments and suggestions regarding this plan are welcomed and should be directed to:
Police Department Equal Employment Opportunity Manager
Police Employment Services Section
505 West Felix Street
Fort Worth TX 76115
(817) 392-4256
Email: Yvette.Jones@fortworthtexas.gov
This plan will be available for download on the CFW-PD’s website.
It is our hope that the 2021-2023 Equal Opportunity Employment Plan affirms the CFW-PD’s
commitment to the principles and philosophy of equal employment opportunity and reinforces the need
for efforts to ensure that our department workforce is best able to serve the needs of our diverse
community.
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Section I-B:

RESPONSIBILITIES

To assure support and success of this Equal Employment Opportunity Plan and to meet the established
objectives. Specific responsibilities are outlined below:
1.

POLICE EXECUTIVE COMMAND STAFF
The Police Executive Command Staff actively supports equal employment opportunity and
diversity through:

 Recognizing and supporting the mission and goals of diversity and inclusion initiatives,
efforts, and programs;

 Providing support, resources, and budgetary assistance;
 Encouraging and communicating Department equal employment opportunity initiatives and
information to employees and the general public, and;

 Requiring the review of equal employment opportunity practices and procedures.
2.

HUMAN RESOURCES DIRECTOR
The City Human Resources Director, in implementing the provisions of the Civil Service Rules,
Ordinance Code, and Resolutions pertaining to the Police Department's Human Resources
Programs, is responsible for the general administration of the Plan and will review all personnel
policies, employment practices and procedures, and make recommendations on steps to ensure
equal employment opportunity.

3.

HUMAN RESOURCES MANAGER
The City Human Resource Manager, in coordination with the Police Department, will carry out
the provisions of the Civil Service Rules, Ordinance Code, and Resolutions pertaining to the
Department’s Human Resources Programs, will administer the Plan under the direction of the
Human Resources Director, and in coordination with the Police Department.

4.

DEPARTMENT HEADS
Department Heads will adhere to the Police Department's Equal Employment Opportunity Plan,
and are responsible for achieving progress toward the goals and objectives of the Plan in their
divisions, sections, units and programs. Specifically, the department heads will:

 Participate with the Equal Employment Opportunity manager in identifying challenges and
obstacles and working with departmental managers and staff to address problem areas, and;

 Ensure that all employment decisions, including interviews, offers of employment and
compensation commitments, assignments, training, development of job-related knowledge
and skills, evaluation, and employee relations, are consistent with the Department's personnel
practices and equal employment opportunity principles.
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POLICE DEPARTMENT EQUAL EMPLOYMENT OPPORTUNITY MANAGER
The Equal Employment Opportunity manager is responsible for:

 Responding to the needs of an increasingly diverse workforce, by partnering with
management, division/section/unit heads, and employees to develop and implement policies
and practices that foster an inclusive and productive workplace;

 Assisting management and department heads in identifying and resolving problem areas
related to the Department’s Equal Employment Opportunity Policy and Plan;

 Monitoring the effectiveness of the Department's Equal Employment Opportunity Plan, as
well as individual departmental efforts, through statistical and other means;

 Collaborating with stakeholders to identify areas that may require special attention or
remedial action;

 Acting as a technical resource in the area of equal employment opportunity programs and
policies;

 Working with stakeholders in maintaining and updating the Department’s Equal
Employment Opportunity Policy and Equal Employment Opportunity Plan;

 Working with stakeholders in investigating and working to resolve complaints of alleged
discrimination or harassment;

 Working with stakeholders in conducting and evaluating training activities related to equal
employment opportunity programs and non-discrimination policies, including developing
and offering trainings for supervisors and managers, and customized trainings to respond to
particularized needs, and;

 Providing technical assistance to the Equal Employment Opportunity Advisory Committee
regarding policies, procedures, and resources available.
6.

MANAGERS AND SUPERVISORS
Department managers and supervisors are responsible for the following:

 Supporting and implementing the Department’s diversity and inclusion mission, goals, and
initiatives;

 Ensuring that all staff understand and work within Department policies and procedures and
relevant laws dealing with equal employment opportunity programs and policies, and;

 Initiating steps to foster and maintain a work climate that is conducive to achieving equal
employment opportunities and a workplace free from discrimination and harassment.
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7.

DEPARTMENT EMPLOYEES
Department employees are responsible for supporting a work climate that is conducive to
achieving equal employment opportunities and that is free of any form of discrimination or
harassment.

8.

EQUAL EMPLOYMENT OPPORTUNITY ADVISORY COMMITTEE
Department heads appoint members of the Equal Employment Opportunity Advisory Committee
to function as a Department resource group on equal employment opportunity matters,
initiatives, and programs. The Committee advises and recommends courses of action in regard
to the equal employment opportunity plan, and diversity and inclusion initiatives, efforts, and
programs. The Committee will:

 Serve as a committee to review, learn, collaborate, and share best practices and
recommendations on equal opportunity and diversity and inclusion matters, programs, policies
and initiatives;

 Be familiar with the Department's employment policies and procedures, resources, trainings
and relevant laws pertaining to equal employment opportunity matters;

 Identify and assess Department priorities, challenges, obstacles, goals, and initiatives aimed at
fostering diversity and inclusion and equal opportunity, and;

 Develop solutions and best practices to address and improve policies, practices and
challenges.
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POLICY ON EQUAL EMPLOYMENT OPPORTUNITY

The CFW-PD Executive Command Staff takes this opportunity to express its philosophy that an
essential component of excellence in City government is the diversity of its community. As a result of
our long-standing commitment to equal employment opportunity, the CFW-PD strives to be a model of
diversity among law enforcement entities.
We recognize, welcome, and appreciate our diverse and multi-cultural workforce. Our diversity allows us
to respond to the needs of our customers in a more effective and culturally sensitive manner and provides
a reflection of the community we serve.
Through adoption and dissemination of this policy to employees, the Police Executive Command Staff
commits the Department and all employees to an inclusive, results-oriented, equal employment
opportunity environment aimed at a diverse workforce free of illegal discrimination and harassment.

Section II-B:

POLICY ON LANGUAGE DIVERSITY

While the Department recognizes English as the primary language of the workplace and encourages its
mastery, it also acknowledges the fact that other languages are both necessary and welcome in providing
the best service possible to the residents of our City. For employees for whom English is a second
language, the Department affirms the right to speak another language freely without threat of
discrimination or reprisal. It is important, however, that the right to speak a language other than English
is not used as a tool to exclude or demean co-workers.

Section II-C:

POLICY ON DISCRIMINATION

The Police Executive Command Staff hereby states its commitment to ensuring that no employee or
applicant shall be discriminated against based on sex, pregnancy, childbirth or related medical
conditions, race, veteran status, religion, color, national origin or ancestry, physical or mental disability,
medical condition, marital status, age, gender (including gender identity and gender expression), sexual
orientation, use of family medical leave, genetic testing, or any other basis protected by federal or state
law. This policy shall apply to all employment practices.
The Department will take proactive measures toward eliminating artificial barriers to employment and
achieving equal opportunity through its continued implementation and coordination of the Department’s
Equal Employment Opportunity Plan, diversity and inclusion initiative, and through its review and
evaluation of hiring and recruitment policies and procedures.
It is the policy of the Police Executive Command Staff that equal employment opportunity is consistent
with the basic merit system principle that all persons are afforded equal access to positions in public
service based on their knowledge, skills, and ability to do the job. Hiring will be made solely on the
basis of job-related criteria, and all employment decisions will be made on the basis of merit, in
conformity with these principles of equal opportunity.
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The Department considers violation of this policy, on the basis of any EEO-protected categories, to
constitute misconduct that undermines the integrity of the employment relationship. Corrective action
up to and including dismissal shall be taken against individuals who violate any provision of this policy.

Section II-D:

POLICY ON HARASSMENT

It is the policy of the CFW-PD to maintain an environment free from illegal harassment in the
workplace. The Department will not tolerate any action that illegally harasses, disrupts, or interferes
with another’s work performance, or creates an intimidating, offensive, or hostile work environment.
The CFW-PD encourages its employees and contractors to respect the differences of others. All are
expected to act in a responsible, professional manner and to contribute to a productive work
environment that is free from harassing or disruptive activity. All can expect to work in an environment
free from harassing behaviors.
This policy unequivocally extends to all forms of harassment based on the criteria set forth in ‘Section
II-C. Discrimination.’ The Department considers harassment on the basis of any of these categories to
constitute misconduct that undermines the integrity of the employment relationship. Protection against
harassment covers all employees, applicants, and independent contractors (as defined by the Fair
Employment and Housing Act). Any employee who engages in, perpetuates or condones unlawful
behavior will be subject to corrective action, up to and including termination.
Harassment is severe or pervasive conduct that unreasonably interferes with an employee’s work
performance or creates an intimidating, hostile, or offensive work environment based on any of the
foregoing EEO-protected categories.
Harassing behavior includes, but is not limited to:
 Verbal conduct, such as epithets, derogatory or insulting comments, taunting, heckling, slurs,
jokes, stories, disparaging terms, or unwanted sexual advances or comments;
 Physical conduct, such as impeding or blocking movement, gestures, physical interference
with normal work movement, unwelcome touching, or assault;
 Visual conduct, such as derogatory or sexually oriented posters, photographs, letters or other
writings, e-mail, cartoons, graffiti, or drawings, or;
 Nonverbal conduct, such as staring, leering, winks, or other gestures.
In addition to the above, sexual harassment shall include unwelcome, unwanted sexual advances or
overtures, requests for sexual favors, and other verbal, physical, or body language of a sexual nature.
The actions above will be considered sexual harassment when:
1. Submission to such conduct is made, either explicitly or implicitly, a term or condition of an
individual’s employment;
2. Submission to, or rejection of, such conduct by an individual is used as the basis for
employment decisions affecting that individual, or;
3. Such conduct has the purpose or effect of unreasonably interfering with an individual’s work
performance or creating an intimidating, hostile, or offensive working environment.
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POLICY ON RETALIATION

Retaliation is defined as unlawful punishment or adverse action against an employee because that
employee reported unlawful discriminatory conduct, participated in an investigation of discrimination,
or engaged in other protected conduct. The most obvious types of retaliation include denial of
promotion, refusal to hire, denial of job benefits, demotion, suspension and discharge. Other types of
retaliation may include threats, reprimands, or negative evaluations.
The Department does not tolerate any acts of retaliation. Department employees are prohibited from
retaliating against the efforts of any employee or applicant in reporting any violation of this Equal
Employment Opportunity Policy. Corrective action, up to and including termination, shall be taken
against individuals in violation of any provision of this policy.

Section II-F:

REASONABLE ACCOMMODATIONS

The Americans with Disabilities Act Amendments Act (ADAAA) prohibits employment discrimination
on the basis of a disability. It is the policy of the Department that no qualified applicant or employee
with a disability shall be excluded from participation, be denied the benefits, or be subjected to
discrimination because of their disability. The Department is committed to provide reasonable
accommodations to qualified individuals with disabilities if it does not result in an undue hardship on
the operations of the Department. The City of Fort Worth, Human Resources ADA Coordinator can
assist applicants in providing accommodations during the recruitment process. The City’s ADA
Coordinator can be reached at (817) 392-8552 or ada@fortworthtexas.gov. The Police Employment
Services Section Manager and/or the Police Medical Records Unit Supervisor can assist applicants,
employees and divisions/sections/units in providing accommodations. The Police Employment Services
Section Manager can be contacted at (817) 392-4256. The Police Medical Records Unit Supervisor can
be reached at (817) 392-4237.

Section II-G:

POLICY ON RESPONSIBILITIES

All Department employees (including managers and supervisors) have the responsibility to:






Understand and abide by the Department’s Equal Employment Opportunity Policy, and comply with
its terms;
Respect the differences of others;
Contribute to a harassment-free environment by acting and behaving in an appropriate, respectful,
and professional manner;
Immediately report any violations of this policy that they personally observe, or have knowledge of,
and;
Cooperate completely in any investigation of violations of this policy.

All Managers and Supervisors have additional responsibility to be proactive and:


Foster a work environment free of discrimination and harassment;
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Eliminate personal biases based on EEO protected classifications from employment decisions and
practices;
Ensure employment, performance or conduct decisions and practices are based on a consistent set of
criteria that is applied equally to all employees and not based on non-job-related factors;
Ensure that tradition and stereotypes do not create barriers to advancement of persons historically
excluded from middle and upper management positions;
Set a positive example;
Keep consistent documentation on all employees;
Take each complaint concerning violations of this policy seriously. Failure to report an incident of
harassing or discriminatory conduct is itself a violation of this policy;
Ensure that all employees are aware of this policy and the procedures for communicating a
complaint;
Assist in or conduct investigations of potential violations of this policy;
Take corrective action whenever an investigation results in a finding that this policy has been
violated;
Make a referral to the City’s Employee Assistance Program where appropriate;
Prohibit retaliation against an employee or applicant who has complained of a violation of this
policy, or who has participated in an investigation of complaints;
Maintain a record of both informal and formal complaints and resolutions, and;
Respect confidentiality to the greatest extent possible by only sharing information regarding
complaints and investigations with those who have a “need to know.”

Section II-H:

COMPLAINT RESOLUTION PROCEDURES

1. Department Complaint Procedures
The Department endeavors to provide resources to assist employees who have disagreements and
conflicts with other employees or supervisors. These resources range from facilitating personal
discussions to resolving conflicts informally, to investigating complaints of discrimination,
retaliation, or harassment.
Employees and applicants are encouraged to attempt resolution of complaints as quickly as possible
at the lowest and least formal level. However, if deemed inappropriate in the judgment of the
individual, then the individual is encouraged to pursue resolution at a higher level. The most
important consideration should be resolution of the issue in a prompt and fair manner. The
Department recognizes the following reporting procedures:
a. Resolution within the Department
An employee is encouraged to discuss the complaint/issue and seek a remedy with the employee’s
immediate supervisor, where appropriate, to reach a satisfactory resolution. If the complaint/issue
is not resolved, or the behavior of the employee’s supervisor is an issue, the employee is
encouraged to pursue resolution through discussion with the next higher-level manager up,
utilizing their chain of command, up to the department director (Chief of Police). The Department
endeavors to provide a process in which employees are free from retaliation, restraint, interference,
discrimination or reprisal. Early resolution is encouraged and can be negotiated at any step in the
appeals or complaint procedures.
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b. Filing an Internal Complaint
Complaints that involve management rights are not processed unless the complaint describes a
discrimination, harassment, or retaliation issue. Management rights are not grievable matters, but
rather referred to department management for review and appropriate action.
An individual may invoke the grievance procedure by filing a retaliation or discrimination report
not later than the 90th day after the date on which the alleged adverse employment action occurred
or was discovered by the employee through reasonable diligence. All complaints must be filed in
writing with the City Human Resources Department’s Employee and Labor Relations Division
(ELRD); employees may also call the helpline at: 817-392-7997 for assistance. Complaints filed
by sworn personnel may be reported and filed with the Police Internal Affairs Section.
Complainants must cooperate in the investigation and provide timely and accurate information
relevant to the complaint as requested by investigators. Failure of the complainant to cooperate
may result in administrative closure of the complaint.
If the complaint is received by the City’s ELRD, dependent on the nature, frequency, and severity
of the matters presented in the complaint, it may be determined that the matter be referred back to
the Department. If not referred back to the Department, ELRD will provide notification of the
outcome of the complaint to the complainant, either verbally or in writing. If written notification
of the outcome is provided, it will provide information on a need-to-know basis and details of any
actions taken with individuals other than the complainant will not be included.
Employees of the City of Fort Worth who are seeking accommodations related to their
employment or who wish to report workplace discrimination on the basis of disability should
contact the City’s ADA Coordinator at 817-392-8552, or the Employee and Labor Relations
Division (ELRD) at 817-392-7757.
Complaints regarding public accessibility under the ADA can be reported by mail at the below
address, and via the ADA Grievance form.
Forms can be downloaded from the following link:
https://www.fortworthtexas.gov/files/assets/public/hr/documents/ada-grievance.pdf
ADA Coordinator
City of Fort Worth
908 Monroe Street
Fort Worth TX 76102
c. Filing an Appeal
Sworn employees who want to appeal an action for which an appeal or review is provided by
Texas Local Government Code (TLGC), Chapter 143, must follow procedures in TLGC, Chapter
143 or those established by the then-applicable Labor Agreement.
Civilian (general) employees may consult with the City of Human Resources, ELRD, or the Police
Employment Services Section Manager.
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2. External Agencies
In addition to the above, or in place of the above procedure, employees and applicants have the option
of filing a complaint with the federal external compliance agency – the U.S. Equal Employment
Opportunity Commission (EEOC).
The EEOC has two district offices in Texas – Dallas and Houston, as well as two smaller offices in
San Antonio and El Paso.
Contact Information for the Dallas District Office:
207 S Houston Street, 3rd Floor
Dallas TX 75202
Phone: 1-800-669-4000
Fax: 1-214-253-2720
TTY: 1-800-669-6820
https://www.eeoc.gov/
3. Guidelines for Resolution of Discrimination or Harassment Issues
Guidelines and complaint resolution procedures have been developed for the purpose of providing
assistance to employees, applicants for employment or services, and supervisors/managers, to help
successfully resolve problems or concerns regarding possible harassment and/or discrimination, or
otherwise related to the Department’s EEO Policy. Any party may contact the Department's Equal
Employment Opportunity Manager for assistance and/or advice.
(A)

Employees
Employees seeking resolution of any alleged act of discrimination or harassment using
the City/Department complaint procedures should:

 Notify your supervisor, manager, human resources, or the Department’s EEO
Manager immediately after the alleged incident(s) of discrimination/ harassment
occurs.
 Ask your supervisor, manager, human resources, or the EEO Manager to explain the
different options available to you.

 Provide documentation and names of witnesses.
 Clearly state the alleged act(s) in question and any remedy sought.
(B)

Supervisors or Managers
Supervisors and managers are held to a higher level of responsibility, and have a duty to
be aware of the day-to-day functioning of their unit, and the conduct of staff members.
Supervisors and managers must take proactive measures to prevent or stop all forms of
harassing behavior. When an employee chooses to approach a supervisor or manager
with a concern of discrimination or harassment, the supervisor or manager should:

 Listen objectively to the concerns and to the remedy being sought by the employee,
allowing the employee to fully express these concerns.
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 Determine what the specific issues are, and gather factual information about date,
time, place, potential witnesses, and documentation or written records related to the
concern.

 Advise the employee of any limitations on confidentiality. Do not guarantee total
confidentiality, as such confidentiality may not be appropriate or possible based on
the particulars of the concern.

 Assure employees that retaliation is prohibited.
 Document the allegation, investigation conducted, and actions taken.
 Contact the EEO Manager for guidance and advice, including the options that might
be available to resolve the incident.

 Handle all allegations in a confidential manner and share information only on a needto-know basis.

 Determine if a referral to the Employee Assistance program is necessary or if any
other referral can be made.
(C)

Applicants for Employment
Any applicant(s) for employment who believe that they may have been discriminated
against should contact the City’s Human Resources Department.

(D)

Applicants for Services
Any applicant(s) for police services who feel they have been discriminated against shall
be provided with appropriate information by the Department, regarding the procedure to
pursue their particular concern(s).

(E)

Respondents
Once an allegation of discrimination has been filed, and an investigation is initiated with
the potential for adverse findings, the respondent has the right to:







An investigation that is thorough, objective and timely;
Notification of the nature of the allegations;
Respond to and rebut the allegations;
Provide documents and witnesses to support the Respondent’s perspective, and;
Be advised that information will be handled as confidentially as possible, but
complete confidentiality is not promised or guaranteed.

Once an allegation of discrimination has been filed, the respondent has a duty to:


Meet and cooperate with the investigator and answer all questions honestly and
fully;

 Be forthcoming with information and not be deceitful in any way;
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 Keep information confidential during the pendency of the investigation as needed to
protect the integrity of the investigation or for other reasons necessary to conduct a
fair and thorough review, and;

 Not retaliate against individuals who participated in, or that are suspected of
participating in, the investigation.
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EQUAL EMPLOYMENT FOR
PERSONS WITH DISABILITIES
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Section III-A: PURPOSE
The CFW-PD is committed to providing equal employment opportunities to persons with disabilities.
The CFW-PD does not and will not discriminate against any applicant or employee because of physical
or mental disability in regard to any position. This commitment shall include, but not be limited to,
hiring, promotion, training, demotion or transfer, recruitment, recruitment advertising, layoff or
termination, and rates of pay and other forms of compensation. Decisions related to personnel policies
and practices shall be made on the basis of an individual’s capacity to perform a particular job and the
feasibility of any necessary job accommodation. The CFW-PD will make every effort to provide
reasonable accommodations to any physical and mental limitations of individuals with disabilities in
accordance with the federal Americans with Disabilities Act Amendments Act of 2008 (ADAAA).

Section III-B: REASONABLE ACCOMMODATIONS
The CFW-PD is committed to providing reasonable accommodations to applicants and employees with
disabilities.
I. WHO IS PROTECTED
The law covers applicants and employees with qualifying disabilities. An individual with a qualifying
disability who meets the skill, experience, education and other job-related requirements of a position held
or sought, and who, with or without reasonable accommodation, can perform the essential functions of the
job, are given an equal opportunity for employment, promotion, training, pay, benefits, etc.
Additionally, the law requires public entities to make “reasonable modifications” in their usual way of
doing things when necessary to accommodate people who have disabilities.
Definition of Disability:




A physical or mental impairment that substantially limits one or more major life activities
(including major bodily functions), or
A history or record of such an impairment, or
Being regarded (perceived by others) as having such an impairment.

Major life activities include, but is not limited to, caring for oneself, performing manual tasks, seeing,
hearing, eating, sleeping, walking, standing, lifting, bending, speaking, breathing, learning, reading,
concentrating, thinking, communicating, and working.
Major bodily functions include, but is not limited to, functions of the immune system, normal cell
growth, digestive, bowel, bladder, neurological, brain, respiratory, circulatory, endocrine, and
reproductive functions.
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II. WHAT IS A REASONABLE ACCOMMODATION?

A reasonable accommodation is a modification or adjustment to a job, employment practice, or work
environment that enables a qualified individual with a disability to perform the essential functions of the
position and to have an equal employment opportunity. Each request is considered on a case-by-case
basis, so that one accommodation may be offered at a particular job, but may not be available at a
different job or location. Accommodation requests must be reasonable and should not pose an undue
hardship. Undue hardships are also determined on a case-by-case basis, and could include anything that
is unduly costly, extensive, disruptive, or fundamentally alters the nature or operation of business.
III. RIGHTS AND RESPONSIBILITIES UNDER THE LAW
A.

Applicants
♦ The CFW-PD will coordinate with City Human Resources, Talent Acquisition and the City’s
ADA Coordinator, when appropriate, to provide equal employment opportunity for qualified
applicants with disabilities to enable them to participate in the job application process and to
be considered for a job.
♦ Reasonable accommodations will be provided, as needed, to ensure that individuals with
disabilities have equal opportunity in the application and selection process, unless to do so
would be an undue hardship or pose a direct threat to the health and safety of self or others.
♦ The CFW-PD is not required to accommodate individuals who are not otherwise qualified for
the position that they seek.

B.

Employees
♦ The law prohibits discrimination in all employment practices, including, but not limited to,
promotion, transfer, termination, compensation, job assignments, leaves of absence, benefits,
training activities, and any other terms, conditions, or privileges of employment.
♦ The CFW-PD will work with the City’s ADA Coordinator to engage in an interactive process to
determine an effective reasonable accommodation to qualified employees with disabilities,
unless to do so would be an undue hardship or pose a direct threat to the health and/or safety
of the employee or others.
♦ The process of determining whether an accommodation can be made requires an interactive
process where the employee, the supervisor/manager, and the employee’s health care provider
actively work with the City’s ADA Coordinator and the CFW-PD’s Medical Records Unit
(MRU).
 If an accommodation cannot be provided to an employee by the Department, the Police
MRU will refer the employee to the City’s return-to-work coordinator for Employment
Options assistance.

C.

Medical Examinations and Inquiries
♦ The CFW-PD may ask a job applicant or employee about the applicant’s or employee’s ability
to perform job-related functions and may respond to an applicant’s or employee’s request for
reasonable accommodation.
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♦ Once a conditional offer of employment has been made, the CFW-PD may require a medical
examination, provided that the examination is consistent with business necessity.
♦ The CFW-PD may require medical documentation to evaluate a request for reasonable
accommodation by an employee or an applicant.
♦ The CFW-PD, in coordination with the City’s Return-to-Work Coordinator, may send an
employee to see a health care professional of the Department’s choice when insufficient
documentation is provided.
♦ Tests to detect illegal use of drugs are permitted under the law for safety-sensitive positions
and are not subject to the above restrictions.
D.

Confidentiality
Medical-related information shall be kept confidential. Supervisors, safety personnel, compliance
personnel, or other individuals who have a need to know, may be informed only of necessary
work restrictions or duties, or if the disability may require emergency treatment.
IV. HOW TO REQUEST A REASONABLE ACCOMMODATION

In general, it is the responsibility of the individual with a disability to inform the City’s Human Resources
office and the CFW-PD that an accommodation is needed.
A.

Applicants
♦ Request a reasonable accommodation in the application and selection process by contacting the
City Human Resources, Talent Acquisition analyst at 817-392-7750, or email to:
JobApplication@fortworthtexas.gov as soon as you are aware that an accommodation will be
needed.
Further, accommodations are available for residents who have accessibility requirements.
Visit the Accessibility page http://fortworthtexas.gov/accessibility/ or request an
accommodation due to disability using the form available at the following link:
https://www.fortworthtexas.gov/files/assets/public/hr/documents/accessibility-application.pdf
ADA Email: ada@fortworthtexas.gov
♦ Once a conditional offer of employment has been made, the CFW-PD may require a medical
examination provided that the examination is job-related and consistent with business
necessity.

B.

Employees
♦ Request a reasonable accommodation by notifying their supervisor, manager, department head,
the City ADA Coordinator, the Police Employment Services/ADA Manager at 817-392-4256,
or the Police MRU Supervisor at 817-392-4237. Such requests may be made verbally or in
writing by the employee or representative. The employee will be provided with information
on the process (contact information to the City’s ADA third party administrator – the Reed
Group), and the necessary information to be provided by the employee and the employee’s
doctor or health care provider.
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♦ When the necessary information is received, the Reed Group representative will review and
determine if the employee is a qualified individual with a disability, and if so, whether an
accommodation is appropriate. The Reed Group representative will confer with City HR,
ELRD, the Police MRU Supervisor, the employee’s supervisor, and the employee’s health care
provider (if needed), to review the requested accommodation or other alternatives. The MRU
Supervisor will also contact the employee to discuss the requested accommodation or
alternatives.
♦ This process will be completed as quickly as possible. However, if the information provided is
incomplete or unclear, the process may be delayed. The employee who is requesting reasonable
accommodation should make sure that forms are completed accurately and returned as soon as
possible.
♦ Once accepted by the Reed Group, the ADA Manager and MRU Supervisor will review the
recommended action with the department head or representative and City HR, ELRD, and will
notify the employee of the department’s decision. If the request is not approved, the employee
will be informed of other options that could be explored.
♦ The CFW-PD may ask the employee about the employee’s ability to perform job-related
functions and will respond to a request for reasonable accommodation.
♦ The CFW-PD, in consultation with City HR, ELRD may require medical documentation to
evaluate a request for reasonable accommodation by an employee and may send an employee
to see a health care professional of the City/Department’s choice when insufficient
documentation is provided.
V. APPEAL AND COMPLAINT PROCEDURE
An employee or applicant who has a concern about the handling of, or decision about, reasonable
accommodation should contact the employee or applicant’s supervisor or manager, the Police ADA
Manager, or the Police MRU Supervisor to discuss and attempt to resolve the concern. If the employee
or applicant is unable to resolve the concern, the employee or applicant may appeal a department’s
interpretation or implementation of the reasonable accommodation decision or process as follows:
A. City Human Resources, Employee and Labor Relations Division
Human Resources, ELRD
908 Monroe Street, 6th Floor
Fort Worth TX 76102
(817) 392-7768
The City Human Resources, Employee and Labor Relations Division (ELRD), shall receive all complaints
and review or investigate as appropriate. Confidentiality shall be maintained at all times to the greatest
extent possible, although complete confidentiality cannot be guaranteed depending on the review or
investigation needed.
No employee shall be subjected to intimidation, coercion, or retaliation of any kind as a result of filing a
complaint pursuant to this policy or as a result of being a witness in an investigation.
B.
Filing a Grievance
Employees shall file the grievance with their immediate supervisor at Step 1 within ten (10) days of its
occurrence or, if the employee is unaware of the grievance, within six (6) months of its occurrence. For
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sworn employees, if the matter is first filed with the Civil Service Commission and a hearing is denied or
the complaint is first filed with the ELRD and is denied or referred to Police Internal Affairs, the sworn
employee may file a grievance complaint within ten (10) days of that denial. If a referral is made to Police
Internal Affairs, staff will notify the aggrieved employee of the proper grievance procedures or investigate
according to their policies.
The Police Employment Services Manager shall receive notification and copies of all grievances and shall
notify the Chief of Police of compliance or noncompliance with this procedure and of the
findings/recommendations of each level of review.
If the grievance was initiated through a referral to Police Internal Affairs by the City Human Resources,
ELRD, the final disposition of the grievance will be referred back to ELRD for investigation and
disposition by the Police Employment Services Manager.
C.
Filing an Appeal
If the grievance is not resolved through the steps available in the Department’s processes through to the
Chief of Police level, the employee may submit their grievance, along with all accompanying documents,
within ten (10) days, to the City Manager or designated representative and to the Police Employment
Services Manager. The City Manager or designee shall be the final arbitrator of the grievance.
Sworn employees who want to appeal an action for which an appeal or review is provided by Texas
Local Government Code (TLGC), Chapter 143, must follow procedures in TLGC, Chapter 143 or those
established by the then-applicable Labor Agreement.
D.
External Agencies
In addition to the above, employees and applicants have the option of filing a complaint with the federal
external compliance agency listed below:
US EEOC - Dallas District Office
207 S Houston Street, 3rd Floor
Dallas TX 75202
Phone: 1-800-669-4000
Fax: 1-214-253-2720
TTY: 1-800-669-6820
https://www.eeoc.gov/
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WORKFORCE ANALYSIS

The following series of data represent an analysis of the race/ethnicity and gender of the City of Fort
Worth’s workforce as of December 31, 2020, in comparison to the workforce of the City of Fort Worth,
Police Department (CFW-PD) as of this date. This section also identifies over/under-represented groups
by job category.
Summary:
•

As of December 31, 2020 (CY20), the City of Fort Worth’s non-white workforce represented 47%
of the total workforce, with Hispanic or Latino (25%) and Black or African American (17%)
employees having the highest representation among non-white staff members. White staff members
represented 53% of the City’s total workforce; while 5% of City employees were of other
race/ethnicity designations (American Indian or Alaskan Native, Asian, Native Hawaiian or Pacific
Islander, Two or More Races, or non-specified).

•

Comparatively, the CFW-PD Sworn only employee non-white workforce represented 36% of the
total sworn workforce, with Hispanic or Latino (22%) and Black or African American (10%)
employees having the highest representation among non-white staff. White staff represented 64% of
the CFW-PD’s Sworn workforce; while 4% of the CFW-PD’s Sworn employees were of other
race/ethnicity designations (American Indian or Alaskan Native, Asian, Native Hawaiian or Pacific
Islander, or Two or More Races).

•

Comparing the City’s Total Workforce to the CFW-PD Sworn only workforce, the CFW-PD sworn
workforce is below the total City workforce in the following demographic areas: Black or African
American (Male and Female), Hispanic or Latino (Male and Female), and other race/ethnicity
designations (Male and Female). The most notable is the Black or African American Female
demographic (Police Sworn = 12%, City Total Workforce = 24%).

* Data Source: January 1, 2021 City of Fort Worth Employment Statistics
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COMPARISON OF THE CFW-PD WORKFORCE BY
‘OTHER’ RACE/ETHNICITY REPRESENATIONS CY20
Consistent with federal reporting requirements, the CFW-PD collects and reports on the following EEO
categories: White/Caucasian, Black or African American, Hispanic or Latino, Asian, Native Hawaiian
or Pacific Islander, American Indian or Alaska Native, Two or More race/ethnicities, and unspecified
(non-specified).
Below is the breakdown of the representation of those categorized as ‘other’ in the charts above (as of
December 31, 2020). These are the totals from the percentage in the ‘other’ category (‘other’ was equal
to 5% of the total City-wide population; and 4% of the total Police Sworn only population).
When examining just the sworn population in the CFW-PD to the City-wide demographics, the Police
Department’s sworn population was below the City-wide representation in the following categories:
Asian (Female), Native Hawaiian or Pacific Islander (Female), and Males reporting 2 or More
races/ethnicities.
‘Other’ Race/Ethnicity
Asian
American Indian/Alaska
Native
Native Hawaiian/Pacific
Islander
2 or More
Non-Specified

City-Wide
Male
Female
56%
46%
18%
15%

Police Sworn Only
Male
Female
57%
33%
21%
25%

2%

3%

2%

24%
1%

34%
3%

20%
-

42%
-

The Police sworn population exceeded the City-wide population in the following categories: American
Indian or Alaska Native (Male and Female), and Females reporting 2 or More races/ethnicities.

*Numbers expressed as percentages
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SUMMARY OF CITY OF FORT WORTH JOB CLASSIFICATIONS BY
GENDER FY20 CFR 42.304 (a)
Using the City-wide data as of the end of the 2020 Fiscal Year (September 30, 2020), males
represented 71% (4836) of the City’s Workforce, compared to a 29% (1961) representation of
Females; and less than 1% (1) who declined to identify.
Using the federal EEO Occupational Job Categories, the below indicates the percentages by gender in
each job classification category:
Job Classification
Officials/Administrators
Professionals
Technicians
Protective Services
Administrative Support
Skilled Craft
Service/Maintenance

Male
3%
12%
8%
27%
3%
8%
10%

Female
2%
8%
3%
4%
10%
0%
2%

Total
Total
Count Percentages
326
5%
1377
20%
728
11%
2146
32%
871
13%
558
8%
792
12%

The most notable differences in the
city-wide gender representation
occur in the Protective Services,
Administrative Support, Skilled
Craft and the Service/Maintenance
Job Classifications.
*Data as of end of Fiscal Year 2020 (Oct
1, 2019-Sept. 30, 2020).
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SUMMARY OF THE CITY OF FORT WORTH JOB CLASSIFICATIONS BY
RACE/ETHNICITY FY20
CFR 42.304 (a)
The below is a summary of the City-wide breakdown of race/ethnicity by EEO Job Classification as
of September 30, 2020 (end of Fiscal Year 2020).
The City’s workforce was underrepresented (less than 3% of the workforce) in the following
categories:



American Indian/Alaska Native = 0.9%
Native Hawaiian/Pacific Islander = 0.1%
Other groups were represented as follows:








White = 53%
Hispanic or Latino = 25%
Black or African American = 17%
Asian = 3%
2 or More = 1.4%
Non-Specified = 0.1%

There were no significant
changes from Fiscal Year 2018
to Fiscal Year 2020
*Fiscal Year = Oct 1-Sept 30
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SUMMARY OF THE CFW – POLICE DEPARTMENT JOB
CLASSIFICATIONS BY GENDER FY20

CFR 42.304 (a)

As of September 30, 2020, males represented 75% (1646) of the CFW – Police Department’s total
Workforce, compared to a 25% (549) representation of Females.
Using the federal EEO Occupational Job Categories, the below indicates the percentages by gender in
each job classification category:
Job Classifications
Male Female
Officials/Administrators 1%
0%
Professionals
4%
3%
Technicians
9%
2%
Protective Services
58%
10%
Administrative Support
4%
9%
Skilled Craft
0%
0%
Service/Maintenance
0%
0%

Total
Total
Count Percentages
25
1%
164
7%
232
11%
1480
67%
284
13%
1
0%
9
0%

The most notable differences in
the Police Department gender
representation occurred in the
Protective Services and the
Technicians Job Classifications.
*Data as of end of Fiscal Year
2020 (Oct 1, 2019-Sept. 30, 2020).
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SUMMARY OF THE CFW – POLICE DEPARTMENT’S JOB
CLASSIFICATIONS BY RACE/ETHNICITY FY20

CFR 42.304 (a)

The below is a summary of the CFW-Police Department’s breakdown of race/ethnicity by the
federal EEO Occupational Job Categories as of September 30, 2020.
The Police Department’s workforce was underrepresented (less than 3% of the workforce) in the
following ethnic groups:




Asian = 2%
American Indian or Alaska Native = 1%
Hawaiian Native or Pacific Islander = 0.1%

Other groups are represented as follows:





White = 61%
Hispanic or Latino = 23%
Black or African American = 12%
2 or More = 1.5%

There were no significant changes in the
Police Department’s race/ethnicity
representation from Fiscal Year 2018 to
Fiscal Year 2020. The PD realized slight
increases in the Hispanic or Latino (21% to
23%) and 2 or More (0.9% to 1.5%)
race/ethnicity categories; and a slight
decrease in White representation (63% to
61%).

The Department is working towards securing a staffing assignment tracking system
(Kronos/Telestaff) that will assist us in providing this data by geographical area and work shift for
subsequent reports.
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The charts below further breakdown the demographics of law enforcement personnel assigned to the
Police Department Patrol Bureau by geographical division (those who respond to calls for service) as
requested under 28 CFR 42.304(a).
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SUMMARY OF THE CFW-POLICE DEPARTMENT’S DISCIPLINARY
ACTIONS FY20
CFR 42.304 (b)
The CFW-PD tracks disciplinary actions for sworn employees, but has only tracked civilian
disciplinary actions that impact an employees’ pay. The charts below reflect Police Sworn only
disciplinary actions for FY20.
Of those impacted by disciplinary actions, 11% were female and 89% were male. Black or
African Americans and those who report 2 or More races/ethnicities were over-represented
compared to the total sworn PD workforce.
Race/Ethnicity
White
Hispanic/Latino
Black/African American
Asian
American Indian/Alaska Native
Native Hawaiian/Pacific Islander
2 or More
Non-Specified

Percent of Total
Sworn
Disciplines
55%
23%
18%
1%
1%

Percent of Total
Sworn Workforce

-

0.1%

2%
-

1.5%
-

61%
23%
12%
2%
1%
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The City of Fort Worth currently does not have a system to track disciplinary actions for civilian
employees that do not impact employee pay, and/or don’t lead to termination.
The Police Department has relayed to City Human Resources the need to track all types of
disciplinary actions for civilian employees for this reporting purpose. As the City explores options
for electronic tracking City-wide, the Department will finalize internal efforts to more accurately
report on non-termination civilian disciplinary actions.
Since our last report, the Department has upgraded our internal FWPD Blue Team (IA Pro) Nextgen
system for supervisors to report, track and submit employee complaints and policy violations;
however, only one Department Division is currently utilizing this system to track civilian disciplinary
actions that occur within their area; and training with this supervisory group is on-going.
The City’s civilian employee non-termination disciplinary sanctions are:






Oral Warning/Documented Counseling
Written Warning
Suspension or Temporary Reduction in Pay
Disciplinary Probation
Disciplinary Probation Extension

Civilian disciplines which resulted in terminations are included in the data provided on pages 41-44
of this report.
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Of the civilian non-termination disciplinary actions tracked in this system in FY20, the Department
issued the following:
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SUMMARY OF THE NUMBER OF APPLICANTS APPLYING FOR
EMPLOYMENT WITH THE POLICE DEPARTMENT FY20 CFR 42.304 (c)
Of those applying for employment with the CFW-PD in FY20, 47% were female, 41% were
male, and 12% chose not to disclose. The breakdown of the race/ethnicity representation was:
White = 35%; Hispanic or Latino = 25%; Black or African American = 20%.

35

CFW-PD

2021-2023 Equal Employment Opportunity Plan

SUMMARY OF THE NUMBER OF APPLICANTS OFFERED EMPLOYMENT
WITH THE POLICE DEPARTMENT FY20
CFR 42.304 (c)
The City of Fort Worth, Human Resources – Talent Acquisition Division manages the recruitment and
application processes for all City Departments. The chart below reflects those offered employment with
the Police Department as captured by the City’s recruitment system.
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SUMMARY OF THE NUMBER OF APPLICANTS HIRED FY20 CFR 42.304 (c)
The below reflects applicants hired in the Police Department in FY20. Please note: Some candidates
were offered employment in one fiscal year and hired in another fiscal year. Additionally, Police
Department background screenings can be extensive, depending upon position. So, these processes
affect the timeline between the offer and the hire date.
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SUMMARY OF THE NUMBER OF SWORN POLICE EMPLOYEES WHO
APPLIED FOR PROMOTION OR TRANSFER FY20
CFR 42.304 (d)
The City of Fort Worth manages the recruitment and application processes for all City Departments for
entry level, lateral, and promotional opportunities. Prior to May 2021, the City’s recruitment system
tool did not separately capture/retain data pertaining to the number of sworn applicants who applied for
promotion or who requested a transfer. In response to CFR 42.304 (d), we are presenting manually
tracked sworn promotional applicant data from fiscal year 2020; and then sworn employees who
requested and received a transfer.
The City of Fort Worth, Human Resources – Talent Acquisition has secured a new recruitment system
which is expected to provide additional reporting mechanisms to better assist the Department with this
request.
In an effort to analyze the effectiveness of the testing material used for the Department’s sworn tested
ranks, the following was collected manually during the promotional processes and is provided below to
address this request.
Sworn Promotional Applicant Activity in FY20:
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SUMMARY OF THE NUMBER OF POLICE EMPLOYEES WHO WERE
PROMOTED OR TRANSFERED FY20
CFR 42.304 (d)
The following indicates the number of Sworn Police Employees who promoted in FY20 by gender and
race/ethnicity:
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The following represents the number of Sworn Police employees who transferred in FY20:
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SUMMARY OF THE NUMBER OF CITY OF FORT WORTH EMPLOYEES
WHO WERE TERMINATED (VOLUNTARY AND INVOLUNTARY) IN FY20
CFR 42.304 (e)
City-wide Information:
The City of Fort Worth experienced 778 employee voluntary and involuntary terminations in FY20. Of
these, 58% were male; 42% were female; and 0.1% declined to identify. When comparing this to the
City’s total workforce (Males = 71%, Females = 29%, Declined to Identify = 1%), female workers are
overrepresented.
Termination Action
Type

Totals

Percent of
Total

167

21%

Death

77

10%

Retirement

61

8%

Voluntary

473

61%

Total

778

100%

Involuntary

The City-wide employee terminations by race/ethnicity by percentage of the total were as follows:
Race/Ethnicity
WHITE
BLK/AFR AMER
HISP/LAT
NOT PROVIDED
ASIAN
2 OR MORE
AMER IND/AK NAT
NAT HI/PAC ISL

Percent of
Total
42%
23%
21%
7%
3%
3%
0.3%
0.1%

Black or African Americans and those reporting 2 or
More races/ethnicities were overrepresented in
comparison to the City’s total workforce – Black or
African American’s represented 17% of the City’s total
workforce and experienced a 23% termination rate
(voluntary & involuntary). Those reporting 2 or More
races/ethnicities represented 1.4% of the City’s total
workforce and experienced a 3% termination rate
(voluntary & involuntary).
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SUMMARY OF THE NUMBER OF CFW-PD EMPLOYEES WHO WERE
TERMINATED (VOLUNTARY AND INVOLUNTARY) IN FY20 CFR 42.304 (e)
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Police Department Termination Demographics FY20:
The CFW-PD experienced 100 employee voluntary and involuntary terminations in FY20. Of these,
62% were male and 38% were female. When compared to the Police Department’s total workforce
(75% Male and 25% Female), there was a disproportionate number (over representation) of females who
left the Department compared to males.
Of female terminations, 21% were involuntary (performance, misconduct) and 71% were voluntary
(retirement, resignation for other work or personal reasons). The remaining terminations were due to off
duty deaths (8%).
The ethnicity representation of Police Department’s terminations by percentage of the total were as
follows:
Race/Ethnicity
WHITE
BLK/AFR AMER
HISP/LAT
NOT PROVIDED
2 OR MORE
ASIAN

Percent of
Total
49%
22%
16%
9%
3%
1%

Of the Police Department’s total terminations (voluntary
and involuntary) in FY20, Black or African Americans
were over-represented when compared to the total
workforce in this group – Black/African American
workforce = 12%, terminations = 22%. Voluntary
terminations represented 68% of the total terminations
for this group, while 27% represented involuntary
terminations (conduct, performance, suspension).
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SUMMARY OF THE COMMUNITY WORKFORCE (TOTAL
POPULATION/WORKFORCE/UNEMPLOYMENT)
CFR 42.304 (f)
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Source: US Census Bureau – Tarrant County, Texas – July 1, 2019 (estimates)
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STATEMENT OF EMPLOYMENT POLICIES & PRACTICES

CFR 42.304 (g)

Please refer to Section II (pages 10-17) of this report regarding general EEO policies and practices.
Police (Sworn) Hiring and Promotional Processes:
All applicants for Police Officer positions must take a written entrance examination that is
administered by the City in accordance with Chapter 143 and the then-applicable labor agreement.
The City posts entrance examination notices for beginning positions in the Police Department on the
City’s official website in accordance with the requirements of Chapter 143. Job applications and other
official paper or electronic forms that are used in the selection process are provided by the Human
Resource Department and on the Internet. The City uses valid, job-related selection procedures and
methods to hire employees on the basis of their qualifications and suitability for employment.
Employment decisions are based on job-related factors, including the candidate’s suitability and
qualifications as those traits are related to the essential functions of the job.
Any then-applicable labor agreement and the Civil Service Commission Local Rules may contain
additional requirements related to the hiring of police trainees and lateral entry officers, and the
reappointment of former officers, including requirements concerning the posting of vacancy
announcements. Those additional sources provide guidance regarding the testing and selection of
candidates to be Police Officers.
The Police Department will work cooperatively with the Human Resources Department during the
application process to ensure that applicants are treated equitably regardless of race, color, national
origin, sex, pregnancy, transgender, gender identity, gender expression, religious affiliation, political
affiliation or belief, age (over 40), sexual orientation, genetic information, veteran status, and
disability status.
The criteria used for applicant evaluation, and the minimum standards for hiring entry-level, lateral
entry, and reappointed Police Officers are outlined in the then-applicable labor agreement and the
Civil Service Commission Local Rules.
The Police Department shall maintain a complete file for all applicants for civil service positions to
comply with any criteria outlined in the then-applicable labor agreement and the Civil Service
Commission Local Rules.
The Police Department may submit a conditional offer of employment to applicants for a recruit
position who have met the established criteria and requirements outlined in the then applicable labor
agreement the Civil Service Commission Local Rules, Texas TCOLE, and Chapter 143.
City recruitment is inclusive so that all individuals have an equal opportunity for employment. All
artificial, arbitrary, and non-job-related barriers to employment such as race, color, national origin,
sex, pregnancy, transgender, gender identity, gender expression, religious affiliation, political
affiliation or belief, age (over 40), sexual orientation, genetic information, veteran status, and
disability status (including contagious diseases such as tuberculosis in the non-contagious state and
HIV) are eliminated to ensure equal access to employment. This policy is practiced in all personnel
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actions and conditions of employment, including, but not limited to: recruitment, employment,
training, promotion, transfer, demotion, termination, layoff, discipline, compensation, and benefits.
The information that job candidates provide during the employment application process is subject to
verification. Individuals who falsify or omit significant information may be disqualified from
consideration for the position or, if already hired, they can be disciplined, up to and including
indefinite suspension, which is equivalent to dismissal for civil service employees.
Individuals should not release information about current or former employees without proper
authorization. Information given in response to requests from outside employers or businesses to
verify employment shall generally be limited to a Police Officer’s hire date, job title and salary range.
External requests for employment information should be directed to the City’s automated Job
Verification system unless a release signed by the Police Officer has been provided.
In those instances where a Police Officer has signed a release, individuals should consult with the
internal affairs unit or the legal department to determine what specific information may be released.
Supervisors who provide reference information must provide only objective information (not
opinions) in writing that can be supported by documentation and avoid allowing personal perceptions
of the individual to be communicated.
It is the applicant’s responsibility to submit required documents such as high school diplomas or GED
certificates, military records, residency records, college degrees, transcripts, certifications and
licenses to the City for review by any stated deadlines. Failure by the applicant to comply with
requests for documents may delay or terminate the hiring process.
Failure to submit verification documents will not, however, disqualify an applicant from
consideration for employment unless the documents are required for verification of minimum hiring
standards as established in the FW Civil Service Commission Rules or by state or federal law (for
instance, I-9 forms regarding immigration and citizenship status). However, failure to provide the
documents by the stated deadlines may prevent the timely addition of points that would otherwise be
awardable under the Civil Service Commission Rules or any then-applicable labor agreement.
The Police Chief or designee is responsible for ensuring that required qualification verification
documents are submitted and sent to the Human Resources Department’s Records Section. Failure to
submit the required verification documents may affect the hiring status of the applicant.
The Police Department is responsible for ensuring that candidates submit the documents that are
required for a Police Officer’s City personnel file and that the documents are then provided to the
Human Resources Department’s Records Division.
Police Trainee candidates must currently be 20 years of age and cannot yet be 45 years of age on the
date of the entry-level exam. This requirement may be changed pursuant to any then-applicable labor
agreement, the FW Civil Service Commission Rules, or the TLGC, Chapter 143. TCOLE rules may
have additional minimum age requirements that individuals must have prior to completing the
academy and receiving a commission.
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Pursuant to the FW Civil Service Commission Rules, individuals who are seeking employment with
the City as a Police Trainee must provide documentation showing that they are a citizen of the United
States.
New hires must complete Form I-9, Employment Eligibility Verification, during orientation. Form I-9
requires that original documents establishing identity and employment eligibility to be shown at the
time employees complete their new hire paperwork. Form I-9 lists acceptable documents for
establishing eligibility to work in the United States on the back of the form. Federal law requires that
new hires who fail to provide acceptable documents at orientation or within three days of their hire
date cannot be employed or must be terminated if hired.
Police Officers must possess an appropriate and valid Texas Driver’s License. Entry level applicants
must also possess a suitable driving record that meets the minimum hiring standards outlined in the
FW Civil Service Commission Rules. TCOLE additionally sets standards associated with driving
records, as can be found in the Texas Administrative Code.
Periodic driver’s record checks shall be conducted to verify Police Officers’ compliance with this
policy.
Police Officers on the Risk Management Division list whose driver’s license is invalid (i.e., has
expired or been revoked, suspended, or withdrawn for any reason) shall have their City driving
privileges suspended and shall not be allowed to drive City vehicles or their personal vehicles on City
business or to drive onto City premises. Upon receipt of notification from the Risk Management
Division that an employee’s City driving privileges have been suspended, the department head or
designee shall inform the employee in writing of the suspension of driving privileges and of
procedures to follow in order to clear his/her driving record with the Texas Department of Public
Safety (DPS) and to subsequently have their driving privileges reinstated by the City. Departments
may contact the Risk Management Division for assistance with drafting such a communication. The
affected Police Officer’s City driving privileges shall be suspended upon his/her receipt of the
notification from the department head or designee. The notification should be made via in-person
delivery with a signed employee acknowledgement or via certified mail.
For an officer’s City driving privileges to be reinstated, the steps below must be followed:
1. Officer should contact the DPS Driver Improvement Office at 512.424.2600 to determine
their driving status. DPS will disclose the employee’s driving status and explain what they
must do to clear it.
2. Officer must obtain from DPS a copy of their DPS Status Record (Type 1 or higher) and
provide the copy to Internal Affairs. Internal Affairs shall provide a copy to the department’s
HR Coordinator. A copy of the DPS Status Record (Type 1) can be obtained for a minimal
fee at the DPS website www.texas.gov/driver. The officer is responsible for the fee. The
DPS Status Record (Type 1 or higher) is the only acceptable verification document.
3. Driver’s licenses I the possession of those on the DPS suspension/revocation list shall be
considered invalid until receipt of the DPS Status Record indicating the driving record has
been cleared.
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4. Officer will be allotted ten (10) working days from the date of their notification to complete
the verification process.
5. HR Coordinator shall forward a copy of the DPS Status Record verification received from the
officer to the Risk Management Division.
6. Risk Management will review and approve the DPS Status Record verification and send an
email reinstating the officer.
7. Risk Management will coordinate approved DPS Status Record verification records with the
HRIS/Records Division.
The Police Department is responsible for conducting criminal background checks on Police Officer
applicants to ensure that applicants possess a suitable criminal history as outlined in the FW Civil
Service Commission Rules. An applicant should be given the opportunity to respond to discrepancies
on the criminal records check before they are removed from the hiring process.
In accordance with Chapters 5 and 6 of the FW Civil Service Commission Rules, the intentional
falsification or omission of information during the application and/or hiring process will result in
removal from consideration for the position or, if already hired, may lead to termination or indefinite
suspension. State law, including TLGC Chapter 143, TCOLE requirements in the Texas
Administrative Code, the FW Civil Service Commission Rules, and any then-applicable labor
agreement may include prohibitions on the types of criminal history an applicant may have and still
be considered for hire.
Any then-applicable labor agreement, the FW Civil Service Commission Rules, TLGC Chapter 143
and the Texas Administrative Code, Title 37, part 7, may contain requirements for testing applicants
for Police Officer and police trainee jobs.
The selection of a candidate to be a police officer shall be based primarily upon the candidate’s
suitability to serve as a police officer, as determined by the Police Chief or Designee. All testing and
selection procedures shall be designed and intended to identify the most suitable candidates for
selection from those who apply and to exclude those candidates who are deemed not likely to possess
the characteristics and abilities to be successful in the performance of police work.
Compensation for civil service position are determined by either any then-applicable labor agreement
or the City’s current salary schedule approved by the City Council during the annual budget
implementation.
All newly hired police trainees, lateral entry, reappointed and Police Officers reinstated after a
successful appeal of an indefinite suspension must attend a City orientation session (also called New
Employee Orientation Program or NEOP) before starting work at their assigned location.
It is the policy of the City of Fort Worth to accurately compensate Police Officers in compliance with
all applicable state and federal laws. To ensure that Police Officers are properly paid for all time
worked and so that no improper deductions are made, Police Officers must correctly report all work
time and review their pay advice to identify any errors.
Police Officer pay is established in the Salary Schedules approved by the City Council during the
annual budget implementation or the then-applicable labor agreement. Personnel actions are changes
to a Police Officer’s status or pay. Personnel actions are implemented using an electronic Personnel
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Action Request (ePAR) form sent by departments to the Human Resources Information System
(HRIS)/Records Division of the Human Resources Department.
Some of the sections in this chapter are specific to either “exempt” or “nonexempt” Police Officers.
These designations relate to application of the Fair Labor Standards Act to the relevant employee’s
position/pay. Exempt employees are exempt from the overtime pay requirements of the FLSA.
Exempt employees are paid the same weekly salary regardless of the number of hours worked. Nonexempt employees are by the hour and are paid overtime pay when they work more than 40 hours in a
work week. In order to determine whether an employee is working in an exempt or nonexempt
position, the employee should contact the Police Department Human Resources Coordinator in the
Police Employment Services or refer to their status in PeopleSoft.
The Police Chief or designee is responsible for ensuring that Police Officers adhere to and comply
with established work schedules. Police Officers must obtain proper authorization prior to working
outside their established work schedules. Police Officers who fail to obtain authorization to perform
work that is in addition to their established work schedules may be disciplined for failure to obtain
authorization, but must nevertheless be compensated for all the time they worked.
Work time (hours worked) must be recorded exactly as it is worked by both exempt and nonexempt
employees. The dates worked and the number of hours recorded as being worked each day must
accurately reflect what actually occurred. Police Officers who fail to accurately record all time
worked or who falsify time records are subject to disciplinary action, up to and including indefinite
suspension.
The City operates in accordance with its compensation policy and in compliance with the FLSA, as
amended. All Police Officers are encouraged to ask questions about their status as exempt or
nonexempt Police Officers and rights under the FLSA. Questions should be directed to the Police
Officers’ departmental staff person(s) who handles payroll matters. The Human Resources
Department Classification and Compensation Manager may also be consulted on such matters.
The FLSA prohibits retaliation against a Police Officer for filing a complaint, cooperating in an
investigation and/or initiating any proceeding under or related to the FLSA.
Police Officers are compensated using a negotiated Step Plan found in the then-applicable labor
agreement. Movement from step-to-step is based upon the timeframes established in the then
applicable labor agreement. If there is no labor agreement in place, then individuals should consult
the City salary schedule most recently adopted by the City Council as part of the annual budgetary
implementation process.
The base pay rate for new Police Officer candidates (Police Trainee) is at the entry level step for the
Police Trainee Classification. The base pay rate for lateral entry and reappointed Police Officers is
determined by the then-applicable labor agreement, or, if there is no labor agreement, according to the
salary schedule most recently adopted by the City Council as part of the annual budgetary
implementation process.
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The base pay rate after a promotion is controlled by either the then-applicable labor agreement or the
City’s salary schedule most recently adopted by the City Council as part of the annual budgetary
implementation process.
A Police Officer’s base pay rate does not change on the basis of a lateral transfer within the
department. Lateral transfers may result, though, in assignment to a position or shift which warrants
shift differential pay, assignment pay or some other sort of special pay.
Demotions may occur on a voluntary or involuntary basis, pursuant to terms in the TLGC Chapter
143 or any then-applicable labor agreement. The pay rate after a demotion is to a step in the lesser
rank based on the Officer’s service time as a Commissioned Fort Worth Police Officer unless
otherwise dictated by the Police Chief, agreed to by the Police Officer, ordered by the Civil Service
Commission or Hearing Officer in an appeal decision, or called for in any then-applicable labor
agreement.
Starting base pay for lateral entry and rehired/reappointed Police Officers is set either according to
any then-applicable labor agreement, or the City’s salary schedule most recently adopted by the City
Council as part of the annual budgetary implementation process.
Assistant Chiefs, Deputy Chiefs, Commanders, and Police Captains are classified as “exempt” under
the FLSA. Provisions of any then-applicable labor agreement may dictate that Police Captains be
treated similarly to non-exempt Police Officers for purposes of overtime and compensatory time
accrual.
Pay for Police Officers who are appointed to non-tested positions (also called “appointed positions”)
by the Police Chief is controlled by any-then applicable labor agreement, the executive pay plan, or
the current salary schedule adopted by the City Council and these Police Department Personnel Rules
and Regulations (PDPRRs).
Generally, the pay rate for Police Officers appointed to the ranks of Assistant Chief, Deputy Chief
and Commander is at the entry level of the first quintile of the Appointed Police Officer’s job
classification. The Police Chief may appoint a Police Officer to an appointed position at a higher rate
up to the maximum rate for the second quintile, based on qualifications beyond the minimum
qualifications listed in the job description. If the appointed Police Officer is already earning a salary
that is in the second quintile at the time of his/her appointment, the Police Chief can increase the
salary up to 10%.
The Police Chief must conduct an equity evaluation of the salaries of similarly-situated Police
Officers before compensating an appointed Police Officer at a salary rate higher than the entry rate.
Information related to demotions of appointed Police Officers may be found in any then applicable
labor agreement, and is also addressed in TLGC, Chapter 143 and the FW Civil Service Commission
Rules. The pay rate after a demotion from an appointed position is to a step in the lesser rank based
on the Officer’s service time as a Commissioned Fort Worth Police Officer unless otherwise dictated
by the Police Chief, agreed to by the Police Officer, ordered by the Civil Service Commission or
Hearing Officer in an appeal decision, or called for in any then-applicable labor agreement.
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Former Police Officers who voluntarily resigned may be reappointed to the Police Department at the
classification of Officer at the discretion of the Police Chief. The decision by the Police Chief
regarding reappointment shall be final and shall be in compliance with the City’s rules about equal
opportunity employment.
Reemployment requirements and rates of pay following reemployment may be found in either the
FW Civil Service Commission Rules or any then-applicable labor agreement.
Sworn promotions, demotions and reinstatements are detailed in the Appendix – Article 15 of the
Meet and Confer Agreement.
Civilian Hiring and Promotional Process:
The City posts available jobs on the City’s official website. Job applications and other official paper
or electronic forms that are used in the selection process are provided by the Human Resource
Department and on the Internet. The City uses valid, job-related selection criteria and methods to hire
employees on the basis of their qualifications and suitability for employment. Employment decisions
are based on job-related factors, including the candidate’s suitability and qualifications as those traits
are related to the essential functions of the job. Internal-only postings require the Human Resources
Director or designee’s approval.
The hiring department and Human Resources Department work through the application process
jointly to ensure that applicants are evaluated without regard for race, color, national origin, sex,
pregnancy, transgender status, gender identity, gender expression, religious affiliation, political
affiliation or belief, age, sexual orientation, genetic information, veteran status, and disability status.
Please see further information in the Equal Opportunity section below. The normal recruitment
processing steps are explained below:
1. Hiring Managers, Human Resources Coordinators, or designee will meet with their
assigned Recruiter to conduct an intake meeting.
2. Once the position is posted, all applicants must complete an online application.
3. The assigned Recruiter from Human Resources will screen the applications based on
minimum qualifications, preferred qualifications, consistent work history and complete
application. The Recruiter will then route the most qualified applications to the hiring
department.
4. The expected time-frame for all recruitments is within 60 days from the day the posting is
opened. If no selection is made by the 60th day after posting, the Human Resources
Recruiter may close the requisition.
The hiring manager/supervisor will review applicants routed by the Human Resources Recruiter. The
hiring manager/supervisor will evaluate the applications based minimum and preferred qualifications
established by the hiring manager/supervisor and Human Resources Recruiter during the Intake
Meeting. If the hiring manager/supervisor chooses to conduct phone interviews prior to in-person
interviews, a phone interview must be conducted for all applicants and the same topics will be
covered with each applicant.
The hiring manager/supervisor will review and select the candidates to interview within five business
days of receiving the applications. The hiring manager/supervisor will email the list of candidates
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selected for interview and a list of the candidates not selected for interview, along with a brief, valid
reason on why the applicant was not selected for an interview, to the Human Resources Recruiter for
review and approval, prior to scheduling interviews.
In addition to interviews, the evaluation process may include reference checks, performance tests,
written tests and other screening procedures, as appropriate. It is the responsibility of the hiring
department to verify that all required professional certifications and licenses are active and valid.
Interview questions not listed on the Interview Questions Master List must be approved by the
Human Resources Department prior to starting the interview process. Interview panel members may
ask job-related follow-up questions during the interview as appropriate.
If a hiring manager/supervisor and/or interview panel member has any reason that may impede their
ability to be impartial in the interview process (e.g. a familial relationship or friendship with an
applicant) or may create the impression/perception of favoritism, they must notify Talent Acquisition
prior to beginning the interview process. Talent Acquisition will provide guidance on how to proceed
to ensure an unbiased interview process. If the hiring manager/supervisor opts out of participating as
a scoring panel member, then they must also not serve as the facilitator or observer during those
interviews. All panel members should be available to participate in the entire interview process.
No interview may be granted to an applicant unless the applicant’s application has been referred to
the hiring department by the Talent Acquisition Division. If a candidate is interviewed and evaluated
by the panel to be qualified for a lower pay grade of lateral position in the same job family, the hiring
manager/supervisor should notify the Human Resources Recruiter to consider the candidate for that
role. After receiving approval, the hiring manager/supervisor may move forward wit extending a job
offer to the candidate if there is a vacancy at that time or consider the candidate for a future vacancy.
The hiring manager/supervisor will select a diverse interview panel and have a pre-interview meeting
with the panel members to discuss the overall goal of the recruitment. Panel groups should be
minimum of three (3) interviewers at all times. The panel selection must be submitted to the Human
Resources Recruiter for review and approval prior to scheduling interviews. Upon completion of the
interviews, the hiring manager/supervisor will email the Recruiter within a specified timeframe as
established by Talent Acquisition with the following information: the required interview documents,
selected candidate name, suggested pay rate and position number. The required documentation
includes all interview-related documentation pertaining to the interview that was used to evaluate the
candidates. The Recruiter will review all documentation. Once the hiring manager/supervisor
receives the approval from the Recruiter to proceed with hire, the hiring manager/supervisor will
make a verbal offer. In some cases, the Recruiter will make the verbal offer and negotiate the pay
rate with the candidate on the department’s behalf. An offer cannot be made until the department
receives approval from the Recruiter. At this time, the department may identify any potential back-up
hire for future job opportunities.
The Talent Acquisition division will handle the drug test information, education verification, and
criminal background check, motor vehicle record, and driver’s license verification, as needed. These
checks will be done for all new hires, promotional hires, voluntary demotion hires, lateral transfers,
and re-hires that went through the Talent Acquisition Division.
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The conditional offer of employment, extended to the selected applicant by the hiring department, is
contingent upon all of the following:
•
•
•
•

Successful completion of the post-offer physical, as determined by the City’s designated
physician – if required;
Passing the post-offer drug test as applicable;
Clearance for employment based upon results of the reference check and criminal
background check;
Verification of education as pertinent to the position

If the department is responsible for any other screenings, such as a physical and/or drug screens, the
department must notify the Recruiter with the screening results for each hire. Upon successful
completion of the screening requirements by both the department and Talent Acquisition, the new
hire will receive the New Hire Orientation Letter. In the New Hire Orientation Letter, the applicant is
notified of their requirement to attend New Employee Orientation and provided information
regarding the date, time, and location of Orientation. The department will also be notified when the
candidate is cleared to start employment and the department will be responsible for reporting
instructions for the new hire.
City recruitment is inclusive so that all individuals have an equal opportunity for employment. All
artificial, arbitrary, and non-job-related barriers to employment such as race, color, national origin,
sex, pregnancy, transgender status, gender identity, gender expression, religious affiliation, political
affiliation or belief, age (over 40), sexual orientation, genetic information, veteran status, and
disability status (including contagious diseases such as tuberculosis in the non-contagious state and
HIV) are eliminated to ensure equal access to employment. This policy is practiced in all personnel
actions and conditions of employment, including, but not limited to: recruitment, employment,
training, promotion, transfer, demotion, termination, layoff, discipline, compensation, and benefits.
The information that a job candidate provides on an employment application and résumé is subject to
verification. Individuals who falsify or omit significant information may be disqualified from
consideration for the position or, if already a City employee, may be disciplined, up to and including
termination.
Prior to making a job offer to an external candidate, the hiring manager/supervisor with final hiring
authority in the selection process (or a designee) is required to contact previous employers to verify
the applicant’s employment history and conduct documented reference checks with any personal
references or supervisors provided by the applicant.
When hiring former employees or promoting employees from other City departments, the hiring
supervisor is required to perform reference checks that include reviewing the employee’s personnel
file for the last two years’ performance appraisals and disciplinary history and/or contact the
employee’s current or pervious supervisor prior to making an offer of employment.
Supervisors who provide reference information must provide only objective information (not
opinions) in writing that can be supported by documentation and avoid allowing personal perceptions
of the applicant to be communicated.
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It is the applicant’s responsibility to submit required documents such as high school or GED
diplomas, college degrees, transcripts, certifications and licenses. Failure by the applicant to comply
with requests for documents may terminate the hiring process.
Human Resources Talent Acquisition is responsible for verifying education. If education is unable to
be verified, it is the applicant’s responsibility to submit required documents such as a high school or
GED diploma, college degree, or transcript. Failure of the applicant to comply with requests for
documents may terminate the hiring process.
The Department director or designee is responsible for ensuring that required certifications and/or
other required licenses or credentials are valid and current.
Candidates who do not meet the education requirement may still be considered if they meet the
substitution requirement for positions that require only a high school diploma.
For any positions that require or make preferable a license or certification, hiring departments shall
confirm that such license or certification is current and in good standing.
The City employs persons 16 and 17 years old with Human Resources approval in non-hazardous
positions only. Occupations declared to be hazardous to persons 16 and 17 years of age by the
Department of Labor include motor vehicle driver, outside helper (contact Law Department for
definition), operators of power-driven machines, and power-driven hoisting equipment, chain saws,
circular saws and guillotine shears, and roofing and excavation labor.
The City follows all federal and state child labor laws. Persons under age 16 will not be employed by
the City, except for special programs approved by the City Manager and the City’s Department of
Law.
Job candidates age 16 to 18 must provide a copy of their birth certificate or other appropriate official
record to verify their age. The birth certificate or official record must be provided at the time of
application and retained in the person’s personnel file.
Individuals who are seeking employment with the City must be qualified to work in the United States
and provide requested documentation upon hire. New hires must complete Form I-9, Employment
Eligibility Verification, during orientation. Form I-9 requires original documents establishing identity
and employment eligibility to be shown at the time employees complete their new hire paperwork.
Form I-9 lists acceptable documents for establishing eligibility to work in the United States on the
back of the form. Human Resources personnel will review documentation provided and verify
eligibility to work.
Federal law requires that new hires who fail to provide acceptable documents at orientation or within
three (3) days of their hire date cannot be employed or must be terminated if hired.
Employees who are required to operate City or personal vehicles while performing their essential job
functions must possess an appropriate and valid Texas Driver’s License and the minimum liability
insurance required by Texas law. Individuals hired who do not possess an appropriate and valid Texas
Driver’s License must obtain one within 90 days after being hired.
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Employees required to operate a City or personal vehicle while performing their essential job
functions and whose Texas Driver’s License has been suspended, revoked, cancelled, or denied must
notify their department management within two (2) working days of the suspension, revocation,
cancellation or denial. An employee is not allowed to drive or operate any City vehicle until the
employee provides a copy of the DPS Drive Record (Type 1 or higher) that shows a license status of
ELEGIBLE for the employee.
Applicants who are required to drive as part of their job duties must meet the following criteria upon
hire:
• No more than three moving violations for the twenty-four (24) month period preceding
hire.
• No DWI / DUI convictions for the past two (2) years.
The Human Resources Department conducts a driver’s license check on all employees with driver’s
licenses. If the check reveals a violation of this policy, the Human Resources Department will notify
the Department Director or designee who shall take appropriate action. Periodic driver’s record
checks may be conducted to verify employees’ compliance with this policy.
Employees who do not drive on City business, but whose names appear on the motor vehicle record
check report, shall notify the department head or designee that their job duties do not require driving
on City business. The department head or designee shall verify the job duties with the employee’s
supervisor and manager. If driving on City business is not required of the employee, the department
head or designee shall notify the Risk Management Division of Human Resources Department. This
may be done with an annotation in the “comments” column of the driver’s license check report (as
applicable) that “This position does not require a driver’s license”. The department head or designee
shall also contact the Human Resources Classification and Compensation Division to coordinate any
necessary revisions to job descriptions.
Employees whose driver’s license is invalid shall have the City driving privileges suspended and
shall not be allowed to drive a City vehicle or personal vehicle on City business or to drive onto City
premises.
For an employee’s City driving privileges to be reinstated, the steps below must be followed:
1. Employee should contact the DPS Driver Improvement Office at 512.424.2600 or online
http://www.dps.texas.gov/DriverLicense/ to determine the driving status. DPS will disclose
the employee’s driving status and explain how to clear it.
2. Employee must obtain from DPS a copy of the Driver Record (Type 1 or higher) and provide
the copy to their supervisor. A copy of the DPS Driver Record (Type 1) can be obtained for a
minimal fee at DPS website www.texas.gov/driver. The employee is responsible for the fee.
3. Employees on the DPS suspension/revocation list shall be considered invalid until receipt of
the DPS Driver Record indicating the driving record has been cleared.
4. Employee is allotted ten (10) working days from the date of their notification to complete the
verification process and provide a copy of their DPS Driver Record (Type 1 or higher) that
shows a license status of ELIGIBLE.
5. Department Director of designee shall forward a copy of the DPS Driver Record verification
received from the employee to the Risk Management Division.
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6. Risk Management will review and approve the DPS Driver Record verification and will send
an email reinstating the employee’s driving privileges.
7. Risk Management will coordinate approved DPS Driver Record verification records with the
HRIS/Records Division.
A criminal records check is required on all potential new hires, temporary workers, volunteer
workers, and interns. If an outside agency has already conducted a criminal records check for
volunteers and temporary workers, a criminal records check will not be conducted by the Human
Resources Department, unless a contract or agreement states otherwise. The Human Resources
Department will conduct background checks for all new hires, interns, promotional hires, voluntary
demotion hires, lateral transfers, and re-hires that went through the Talent Acquisition Division. All
volunteers and other program volunteer backgrounds will be conducted by the Volunteer Coordinator
or designee, unless a contract or agreement states otherwise.
The Human Resources Department will conduct criminal history record reviews and will determine
through the individualized assessment procedures described below whether the individual should be
excluded from employment or an internship. Volunteer criminal history record reviews will follow
the volunteer criminal record guidelines. Program volunteers earning education credit will follow the
Human Resources Department criminal history record review guidelines.
Only Human Resources employee(s) authorized to view criminal history records will be involved in
conducting an individualized criminal history record review. Only the Volunteer Coordinator or
designee will be involved in conducting and individualized criminal history records review for
volunteers of program volunteers. Consistent with business necessity, the City shall disqualify a
person from employment, volunteering, or working as an intern or contractor when the person’s
criminal history is inconsistent with the job duties of the position for which the person is being
considered.
The City shall perform an individualized assessment of criminal history record information when
determining a person’s eligibility for employment or volunteer, internship, or contract work in a
specific position.
The City shall consider a variety of factors, which may include the following:











The nature of the offense;
The age of the person when the crime was committed;
The date of the offense and how much time has elapsed;
The adjudication of the offense (e.g., whether the person was found guilty by a trier of fact,
pled guilty, entered a no contest plea, or received deferred adjudication);
The nature and responsibilities of the job sought;
The accuracy of the person’s disclosure of his or her criminal history during the selection
process;
The effect of the conduct on the overall environment;
Indication of rehabilitation or lack of rehabilitation;
Potential liability if the individual is retained or not retained, and;
Any further information provided by the person concerning his or her criminal history record.
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In conducting the individualized assessment, the Human Resources Department will consider both the
factors set out above and any additional information provided by the individual.
If the background check reveals a criminal history that disqualifies the
applicant/volunteer/intern/contractor from the position the employee or candidate may be given five
(5) business days from notice of the disqualification to respond to issues related to the criminal record
check. Confirmed falsification or omission of information regarding criminal history will result in
removal from consideration for the position and may preclude consideration for future positions. If a
current employee is found to have falsified or omitted information from an application for a
promotion or transfer, the employee may be subject to disciplinary action, up to and including
termination.
With the exception of the Police Department and CJIS classified positions, departments should not
conduct criminal background checks without approval of Human Resources Talent Acquisition.
Note:
The City’s Human Resource Department screens Police Department applicants for minimum
qualifications and specific position preferences; verifies the interview process utilized by the
Police Department; approves the selection criteria; approves the selected candidate; conducts
education verification as appropriate; and extends the conditional job offer to the candidate.
The Police Department, Employment Services Section, completes background screenings for
civilian Department candidates once the conditional offer has been accepted by the candidate.
Depending on the position applying for, the candidate is scheduled for the following: polygraph
examination, fingerprinting (criminal history check), drug screen, and psychological assessment.
The Human Resources Department establishes examinations and selection procedures. The
examinations and selection procedures must be based on federal guidelines or approved professional
test practices. Departments may not develop or administer examinations without the review and
approval of the Human Resources Director or designee. The Human Resources Department
establishes the test and retest policies and procedures for each test used by a City department.
If an examination administrator must repeatedly warn a candidate of suspected cheating or
inappropriate disruptive behavior, the candidate’s application is removed from the hiring process, the
candidate is not hired, receives a failing score, and must wait three years before taking another
examination.
All newly hired employees who are scheduled for twenty hours per week or more must attend a City
orientation session (also called New Employee Orientation Program or NEOP) before starting work at
their assigned location. In addition, rehired, reemployed and reinstated employees, as well as
individuals moving from a temporary or seasonal status to a full-time or reduced schedule position,
must attend an orientation session.
Basic employee policies are discussed at the orientation. Employee benefits, including but not limited
to retirement, leave privileges, and group health benefits are covered. An Employee Identification
Badge is issued during orientation. The employee’s eligibility to work in the USA is checked. (See
Eligibility to Work in the USA above for further information.)
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An authorized member of the hiring department must notify employees where to report for work after
the orientation.
The pay rate for new employees is typically set at the entry level, or salary range minimum, for the
classification occupied by the employee. Department directors may hire a new employee at a higher
rate, up to and including the midpoint of the salary range, based on qualifications beyond the
minimum for the classification. Placement of a new employee above the salary range midpoint
requires the approval of the Human Resources Director or designee.
If an internal candidate is earning a salary that is below the salary midpoint in the position they are
leaving, the Department director can increase the salary up to ten percent. Department directors must
work with the Classification and Compensation Division of the Human Resources Department to
conduct equity evaluations of the salaries of similarly situated employees before hiring a candidate at
a salary rate higher than the midpoint.
The pay rate for an employee after a promotion will generally be one of the following:
•
•
•

At the new entry salary range minimum;
Between a five percent and ten percent pay increase from their previous pay rate,
although the new pay rate must still be within the salary range for the new position;
More than a ten percent pay increase if the promotion occurs following competitive
recruitment in which the employee competed or could have competed with external
candidates.

A Department director may increase the pay rate for a current employee more than ten percent, but
not to exceed the salary range midpoint, if the employee was selected through a competitive
recruitment process. Pay rates should reflect the market value, job conditions and the employee's
qualifications. Examples of competitive recruitment include: newspaper ads, internet advertising, job
fairs, and national journal advertising, in the market in which the City competes for employees for
that job. The Human Resources Department, in conjunction with the hiring departmental hiring
authority, will decide the appropriate market and the appropriate recruitment activities. If the current
employee is already earning a salary above the salary range midpoint of the new pay grade, the
employee can receive up to a ten percent increase in pay. Department directors must conduct equity
evaluations of the salaries of similarly situated employees before hiring or promoting someone at a
higher than normal rate and should work with the Classification and Compensation Division of the
Human Resources Department to accomplish this.
Reemployment occurs after a separation from City service that has not exceeded one year. The
Department director sets the starting pay rate for reemployment into the same classification but it
cannot exceed the employee’s pay rate when the employee left the City. See Reemployment Salary
and Benefits for Laid-off Employees in Chapter 4 for more information about reemployment.
If an employee is rehired with the City and separation from City service exceeds one year, they are
considered as any external candidate with regard to pay rates.
In most cases, a demotion will result in a salary decrease. The pay rate for employees following a
demotion is determined by the reasons for the demotion.
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Disciplinary demotions will result in a five percent or greater reduction in pay. Reductions in pay of
greater than five percent may be appropriate in some circumstances and will be considered on a caseby-case basis by the Department director or designee, consistent with how similarly-situated
employees have been treated. The Human Resources Director or designee should be consulted for
guidance in these circumstances.
The pay for employees who voluntarily demote into their formerly held position will revert to the pay
rate they were receiving in their prior position at the time of their promotion plus any nonperformance-based raises applicable to others within that same classification since the date of the
promotion.
Voluntary demotions to a position the employee did not hold immediately prior to the promotion will
result in at least a five percent reduction in pay. If a Department director does not think it is
appropriate to reduce the employee’s pay by five percent, the Department director or designee must
consult with the Human Resources Director or designee to determine the appropriate compensation.
Sometimes it is inappropriate to use salary ranges as the sole determinant of whether a job change is a
demotion. For example, transfers from the trades career track into the clerical track may result in
more responsibility, but the salary range may be lower because of the market for the clerical job. The
Human Resources Department will provide an evaluation of the reasons for the demotion and the
differences in the salary ranges and job responsibilities so an appropriate salary rate can be
determined.
An employee's salary following a demotion may not exceed their immediate supervisor’s salary and
may not exceed the top of the salary range.
Generally, the pay rate after a lateral transfer does not change for employees. However, if a current
employee is selected after open competitive recruitment for a position in the same pay grade, the
Department director may increase the employee’s pay up to the salary range midpoint, to reflect the
market value, job conditions and the employee's qualifications.
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PLAN TO DISSEMINATE THE CFW-PD EEOP TO ALL EMPLOYEES
CFR 42.304 (h)
The Police Department will post the EEOP Report on the Department’s external internet site for
employee and public access.
The Department will also post the report to the Police Portal (internal site) for department employee
access.

DESIGNATED PERSONNEL TO IMPLEMENT, & MAINTAIN ADHERENCE
TO THE EEOP
CFR 42.304 (i)
Designated personnel who will implement, maintain and ensure adherence to the EEOP are those
referenced in the groups in the introduction of this report, and those referenced in Sections 1-A and 1B.
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DIVERSITY AND INCLUSION STRATEGIC INITIATIVE
In partnership with the City’s Diversity and Inclusion Department, implement a Diversity and
Inclusion (“D&I”) Strategic Initiative aimed at reinforcing D&I as a core Department value and
business goal to better serve an increasingly diverse workforce. The initiative is an opportunity
for EEO Advisory Committee to learn, assess, set priorities, and develop D&I Action Plans to
advance their diversity and inclusion efforts. This is anticipated to be a long-term initiative, with
yearly assessments to ensure efforts are in-line with the priorities.
The core goals and action items of the initiative include:
• Assess and learn about department workforce D&I priorities, needs, challenges, and
goals;
• Conduct online employee surveys and obtain input from advisory groups, leadership, and
stakeholders;
• Identify challenges and barriers to D&I to address them and/or develop solutions;
• Review, revise, or develop policies and procedures that remove barriers and/or advance
D&I goals;
• Attract and retain a diverse workforce that is reflective of the community;
• Promote proactive measures by assisting to develop and implement D&I Action Plans;
• Develop and deliver unconscious bias training for hiring managers and supervisors, and;
• Review or develop other D&I action steps and trainings to foster compliance,
implementation, and advancement of D&I goals.

2.

RECRUITMENT AND SELECTION
Conduct recruitment and outreach efforts to expand pool of qualified, diverse applicants.
Increase Department-wide recruitment efforts to attract a broad and diverse candidate pool for
positions in all categories, by continuing to build relationships with professional organizations
representing diverse underrepresented potential candidates for employment.
Department hiring managers should ensure that hiring panels, particularly for supervisory and
management positions, are diverse including with respect to race/ethnicity and gender.

3.

CAREER DEVELOPMENT AND RETENTION
Insert segments in current training for supervisors and managers to cross-train, prepare, and
mentor employee groups underrepresented in sworn specialty units, non-traditional roles for
civilians, special project work. Guide supervisors and managers in exploring additional ways to
actively support and enhance the Department’s career development and succession planning
efforts.
Provide management development and leadership programs with a focus on developing future
leaders.
Create, sponsor and/or support educational/diversity events, speakers, panels, and/or programs
that will offer additional opportunities to employees to gain experience and knowledge about
jobs and career paths.
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The Department remains committed to career development and succession planning efforts, with
its focus on the following components:


Professional development



Work out-of-class assignments



“Acting” assignments



Temporary/provisional appointments



Job rotation



Short term projects



Committee assignments



Enhanced training opportunities



Development experience opportunities



Coaching and mentoring projects



Retaining institutional knowledge



Continuing internship programs that provide opportunities to interns from diverse economic
and ethnic backgrounds



Exploring enhanced online technology as a cost-effective way to open doors for training and
educational opportunities.



Sponsoring Career-Development Assessment Centers for employees interested in growing
and preparing for promotional opportunities

In collaboration with the City of Fort Forth, Human Resources, the Department will continue to
offer and/or promote training and educational opportunities such as:


Degree and certificate programs for sworn personnel



Customized departmental training programs



Diversity and related trainings, including offerings related to: multiple generations in the
workforce, cultural awareness and communications, conflict resolution, and inclusion issues.

Institute quarterly meetings of the EEO Advisory Committee to leverage Department-wide
experience and knowledge to solve challenges related to the Department’s EEO Policy.
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EEO OCCUPATIONAL JOB CATEGORIES
Officials/Administrators: Occupations in which employees set broad policies, exercise overall
responsibility for execution of these policies, direct individual departments or special phases of the
agency’s operations, or provide specialized consultation on a regional, district or area basis. Includes:
department heads, bureau chiefs, division chiefs, directors, deputy directors, controllers, wardens,
superintendents, sheriffs, police and fire chiefs and inspectors, examiners (bank, hearing, motor vehicle,
warehouse), inspectors (construction, building, safety, rent and housing, fire, A.B.C. Board, license,
dairy, livestock, transportation), assessors, tax appraisers and investigators, coroners, farm managers,
and kindred workers.
Professionals: Occupations which require specialized and theoretical knowledge which is usually
acquired through college training or through work experience and other training which provides
comparable knowledge. Includes: personnel and labor relations workers, social workers, doctors,
psychologists, registered nurses, economists, dietitians, lawyers, systems analysts, accountants,
engineers, employment and vocational rehabilitation counselors, teachers or instructors, police and fire
captains and lieutenants, librarians, management analysts, airplane pilots and navigators, surveyors and
mapping scientists, and kindred workers.
Technicians: Occupations which require a combination of basic scientific or technical knowledge and
manual skill which can be obtained through specialized post-secondary school education or through
equivalent on-the-job training. Includes: computer programmers, drafters, survey and mapping
technicians, licensed practical nurses, photographers, radio operators, technical illustrators, highway
technicians, technicians (medical, dental, electronic, physical sciences), police and fire sergeants,
inspectors (production or processing inspectors, testers and weighers), and kindred workers.
Protective Services: Occupations in which workers are entrusted with public safety, security and
protection from destructive forces. Includes: police patrol officers, firefighters, guards, deputy sheriffs,
bailiffs, correctional officers, detectives, marshals, harbor patrol officers, game and fish wardens, park
rangers (except maintenance), and kindred workers.
Administrative Support: Occupations in which workers are responsible for internal and external
communication, recording and retrieval of data and/or information and other paperwork required in an
office. Includes: bookkeepers, messengers, clerk-typists, stenographers, court transcribers, hearing
reporters, statistical clerks, dispatchers, license distributors, payroll clerks, office machine and computer
operators, telephone operators, legal assistants, sales workers, cashiers, toll collectors, and kindred
workers.
Skilled Craft: Occupations in which workers perform jobs which require special manual skill and a
thorough and comprehensive knowledge of the process involved in the work which is acquired through
on-the-job training and experience or through apprenticeship or other formal training programs.
Includes: mechanics and repairers, electricians, heavy equipment operators, stationary engineers, skilled
machining occupations, carpenters, compositors and typesetters, power plant operators, water and
sewage treatment plant operators, and kindred workers.
Service/Maintenance: Occupations in which workers perform duties which result in or contribute to the
comfort, convenience, hygiene or safety of the general public or which contribute to the upkeep and care
of buildings, facilities or grounds of public property. Workers in this group may operate machinery.
Includes: chauffeurs, laundry and dry-cleaning operatives, truck drivers, bus drivers, garage laborers,
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custodial employees, gardeners and groundskeepers, refuse collectors, construction laborers, park
rangers (maintenance), farm workers (except managers), craft apprentices/trainees/helpers, and kindred
workers.
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