SPRINGFIELD

Police Department Selection Process Overview

OREGON

The selection process for positions with the Police Department involves multiple steps and can take
several weeks to complete. You are being provided with an overview of the process so you know
what to expect once you apply for this position. As you go through the process, additional
information will be provided during each step.

Activity Description

Application Review o . o
d Applications are reviewed; email invitation to test are sent to
an
. those who meet the requirements for the position
Notification

The video test is generally administered on a Saturday and is
scheduled once. The test date is included in the posting for
planning purposes.

The video test, designed for prospective Emergency
Communication personnel by a testing agency (i.e. Ergometrics),
takes approximately 3 hours. This test simulates key aspects of
call taking and dispatching. Candidates are required to analyze
situations and make quick judgments about how to respond.
There is not specific way to prepare for the test except to be well
rested on the day of the test.

Video Testing

Typically the candidates with the top scores will proceed to the
next step — the written and skills tests.

The written test is generally administered on a Saturday and is
scheduled once. The approximate testing time frame is included
in the posting for planning purposes.

The written test, designed for prospective Police Department
. personnel by a testing agency; i.e., IPMA (International
Written Test L .
Personnel Management Association), takes approximately 2
hours. There is no specific way to prepare for the test except to

be well rested on the day of the test.

Typically the candidates with the top scores will proceed to the
next step — oral board interviews.




The PERFEX dispatch simulator was designed to test specific skills

Skills Testing o . ) ) ]
and abilities of dispatcher candidates in a standardized way.
Oral Boards are interviews and can include role plays and other
exercises. Dates and times for the interviews are scheduled once
Oral Boards the candidates successfully pass the written test.

Announcements at the beginning of the testing event will
provide more specific information for the candidates.

Personal History
Statement

Top candidates complete a “Personal History Statement”. This
guestionnaire covers all aspects of the candidate’s life such as
family, friends and acquaintances, educational history, financial
history, legal history, driving record, and additional information
up to and including drug usage. The information in the
completed questionnaire is used in the background investigation.

Background
Investigation

A thorough background investigation is conducted for top
candidate(s). The background investigation looks at non-medical
background and includes reference checks. The background
investigator reviews the Personal History Statement with the
candidate to clarify the information provided. The investigator
also interviews people who have knowledge of the applicant.

The background investigation can take several weeks to
complete; it is the most time consuming and labor intensive
portion of the selection process.

For more information regarding the Personal History
Statement, see page 3 below.

Conditional Job Offer

After a successful background investigation, a conditional job
offer is made to the top candidate(s). The job offer is conditional
based on successfully completing additional exams which may
include psychological and physical exams.

Physical Exam

The physical exam is the last step in the process.

Job Offer

A final job offer is made.




THE PERSONAL HISTORY QUESTIONNAIRE
The background investigation includes completion of a “Personal History Statement” form. Because
this form requires that you provide detailed information about a number of topics, you are being

provided with an overview of what you can expect for preparation purposes.

Required documents:

e Certified or notarized copy of Birth e Copy of high school transcript, diploma
Certificate or Naturalization Document or equivalent G.E.D. certificate

e Official college transcript for each e Copy of proof of current automobile
college or university attended and a liability insurance

copy of any degrees

e Copy of Selective Service Registration e Photocopies of driver’s license and
Letter or D.D. 214, if applicable Social Security card
e Copy of any final divorce decrees e A current copy of your credit report

You will be asked to provide names, addresses and other contact information for
e relatives, references and acquaintances

e education institutions

e residences

e employment history (full time, part time, volunteer)

Additionally, you will be asked to answer questions and provide detailed information about the
following areas:

e military background (as applicable)

e financial history and status

e legal including civil and criminal proceedings

e motor vehicle operation including driving history

e general topics related to such issues as physical and mental health as well as other topics,

such as controlled substance and alcohol use, not previously covered



