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THE CURRENT SETTING

FOR

POLICE AND FIREFIGHTER SELECTION

THE CURRENT SETTING FOR POLICE AND FIREFIGHTER SELECTINN

Purpose of this Booklet

A8 never before, those who recruit and select public servants are being

challenged to insure that their methods are responsible and relevant,

How & community selects its police officers and firefighters has become a
particularly sensitive concern. Information about well-developed approaches
to appraising candidates for these essential public functions is still dis-
appointingly scarce. VYet, & number of promising developments are underway.
However, information about these has not been readily available in a useable
form in one document. Hence, this booklet has been prepared to summarize
and highlight pertinent examples. We hasten to add that endorsement of the
particular techniques and methods described should not be inferred. Rather,
they are presented as suggestions for study and consideration, perhaps with
adaptations, by any given jurisdiction,

Lntended Audiences

In developing the material in this discussion, we have had in mind the dif-
ferences in background among public officials who have day-to-day responsibility
for recruiting and hiring America's police and firefighter personnel, We have
tried to present the information in a nontechnical, yet not oversimplified way,
But this is not to say that individuals with no background in personnel measure-
ment should proceed entirely on their own, Increasingly, selection methods must
be professionally developed and applied, How to initiate such an undertaking,
and where to turn, are critical questions in many jurisdictions. By presenting
some examples of what it takes to develcp job-related selection processes, it is
hoped that this booklet can aid in upgrading current practices.

Orpanization of this Booklet

This booklet consists of five major sections. The opening chapter points up
the critical need for responsible selection of entry-level police cfficers and
firefighters., It also discusses what is required for selection to be job-
related and valid. Expected values and limitations of the booklet are noted.

The second section identifies the role of management and its impact on EEN
programs. Respunsible personnel administration requires management concern.

This section addresses factors which should be considered in attempting to impruve
equal emplovment opportunity programs {for police and firefighter occupations.

The third sectiun consists of a guide which deals with conditinns and techniques
for adequate job analvsis. which is the necessar" base for appropriate Selection
practices, Examples of different approaches tn joh analysis are presented.

The fourth section consists of project summaries., We are using the term "project"
to mean both special developmental activities in particular jurisdictions and
research studies i1n vperating situations. ‘These are intended to identify methods
and techniques which vou may wish to consider for adaptation to your vwn circum-
stances. Some of the prolect summaries illustrate job analysis approaches; others
refer primarily to applicant appraisal methods and devices. 1n each case there is
an indication of how to get further informatinn about the particular project.

i




The finsl tection of the booklet constitutes a se1f~eVa1déffOn,checklist. This

is intended to provide you a tool for helping to identify strengths and weaknusses

In your selection practices for police and firefighter classes.

lmportance of Police and Fircfighter Classes

In this booklet we are focusing on entry-level police officers, both local

and State, and entry-level firefighters, Besides the critical nature of the
functions performed by individuals in such positions, several other factors
prompt attention to these jobs. Typically they represent a- substantial portion
of the public employees and of the hiring in their jurisdictions. Another key
factor is the equal employment opportunity (EEO) aspects of police and fire-
fighter hiring, with respect to both ethnic groups and womén., These occupations
more than any others in public employment, have been the subject of court cases
which contend selection discrimination on bases which are not job=-related.
Closely associated with EEO is heightened concern about the community relations
aspects of police and firefighter work, especially in inner cities., Another
problem is the fact that current methods for appraising suitability for
these, jobs leave much room for improvement in a large number of jurisdictions,
Our aim then is to provide an assist in getting on with the improvement,

Basic Renuiremenhs- far n .TnhmRP!ﬂf‘Dﬁ gg!an_‘icn PTCCQSG
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Job analysis which is comprehensive and thorough is the essential base for a
sound selection process, as it is for most aspects of effectiva personnel
management., The analysis must give attention to not only the frequency of
tasks but also their relative importance, whether or not required more than
occasionally. Standards of performance--i,e., how well the tasks must be
accomplished--need to be considered also. How frequently new tasks must be
learned, and what kind, should not be overlooked. In conducting the job
analysis study, it is essential to carefully document the procedures and-
findings. With this data at hand, the next key step is to identify what
knowledges, skills, abilities and other worker characteristies need to be
posseszed by those who will be hired, The job-relatedness of.the selection
process clearly hinges critically on how well this step is carried out.

Examples of job analysis approaches are given in the thivd sectlon of this
booklet,

In developing or choosing the actual testing or appraisal irstruments, there
are several necessary conditions, They clearly must be job-related to be
appropriate. This is achieved through the steps just noted above of job
analysis and identification of the essential candidate qualifications., The
methods used for assessing the extent to which applicants meet thege quali-
fications must be valid; that is, the methods must measure what they purport
to measure, Thus, if a certain kind of physical agility has been shown by
the job analysis to be a critical requirement, the testing of agility must

be of that kind, not some other kind of agility, Or it might be demonstrated

3

"that the skill demanded in the test, while not entirely parallel with that res

quired on the job,has a substantial corvelation with it. Validity thus neceds
to be established through a direct tie-in with the job analysis. 1In some
gituations it may also be possible to determine validity through statistical
comparisons of test scores and scores on measures of training performance and
job performance. The technical feasibility for such a study depends on several
conditions, and its proper conduct requires substantial knowledge of personnel
measurement and research methods.

Validity is concerned with measuring the appropriate characteristics. Another
requirement of sound selection methods is reliability, which is concerned with
measuring accurately whatever is measured. Technical books on testing discuss

many factors which affect reliability, including the standardization of the

testing method and its administration, to insure that each applicant is being
appraised on the same basis. Moreover, the sample of behavior which is being
measured must be sufficiently extensive and representative tc insure riliability.
Thus, in appraising ability to lift certain kinds and weights of objects, one trial
may not give a very accurate reading while a combination of three may. What is
required in this regard needs to be determined by research.

Objectivity is an important requirement of sound testing methods, particularly
because it affects the reliability of the measurement. Some characteristics
can be measured with a high degree of objectivity. In other cases, the degree

of objectivity which can be achieved is considerably less, yet the characteristic
to be measured is so important to the job that its appraisal needs to be under-
taken. Any assessment of human beings involves judgments. The degree of
objectivity can be enhanced in several ways: (1) by structuring the bases and
methods for making the judgments; (2) by involving individuals best qualified

to make the pertinent observations and derived judgments; and (3} by inclusion

of several independent judgments. The whole point of this is to insure that

the compararative appraisal of the applicants will reflect primarily job-related
differences among them rather than differences among those making the judgments.

Whatever testing methods are used, their adequacy, then, is a matter of their
objectivity, reliability, job-relatedness and validity. In considering how to
test and select entry-level firefighters and police officers, there is often a
tendency to focus almost entirely on the suitability of individual appraisal
methods. At least as important to the soundness of selection is its overall
joburelatedness and validitv, There is no more critical question than whether
the scope of the total pracess encompasses appraisal of all key characteristics.,
When any essential elements are omitled, the resulting eligibility list is not
a balanced reflection of the candidates' relative total potential. The
determination of who gets un the register, and at what positiaon, must be based
on an appraisal process that taps all significant arpas of job-related quali-
fications.

One of the more difficult problems in carrying out a selection process is how
to combine scores or ratings on the various components of the examination
process. ln some cases it may be possible to determine weights on a statistical
research basis as to the relative contributions of the parts. Such analysis
again requires substantial technical competence in personnel measurement and




statistics, More often the weights have to be determined on a judgmental basis,
with steps taken to maximize the adequacy of the judgmental process. The factors
which we noted carlier as ways of achieving reasonable objectivity in selection
ihstruments are equally appropriate Lo the process of determining weights., Lt

is essential to document in detail the way the weights are determined and applied,

Closely associated with the matter of weighting the components of a sélection
process is the determination and use of passing points on the separate devices,
In selecting firefighter and police personnel, it is a common practice to have

a pussing point separately on each part of the examination, such as a written
test, ohysical performance test, and oral examination, For some applicant
characteristics, a minimum level of required proficiency can be established with
considerable confidence. Responsible selection would call for setting passing
points separately for each such characteristic, However, to set passing points
above such a level, or to set them for components where a minimum proficiency
can be established with less certainty, may be counterproductive,

The findings of selection research often suggest that a passing point only on

a combined score may be more justified., Another approach used by some jurise
dictions is to use somewhat less demanding passing points on separate components
of the examination than on the total combined score, thus allowing for balancing
out of somewhat lower abilities in one respect by stronger ones in others.,

Relative Roles of Personnel Agency and Appointing Agency,

-

fo achieve a sound selection process in any instannre, the reepancible perconnel
agency and the firefighting or police agency must work hand-in-hand. Thus, in
undertaking job analysis and in developing various examination components and
methods, both kinds of agencies need to be involved. In the actual conduct of
the examination the personnel agency by the law and rules governing its operations
would normally have primary responsibility., Even here, however, firefighter or
police officials might participate, for example, in an oral examination process.
It is desivable, however, to maintain independence between the merit system
. examining process and the appointment process. Thus, if an official will have
responsitility for choosing candidates from a selection certificate, he should
not ordinarily have been involved in making any of the judgments on individual
candidates prior to the appointment judgment.

Under its law the personne! agencv normally is directed to carry out an examination
which is job-related and valid. That agency is most fully carrying out its re-
sponsibility by conducting a balanced or rounded examination, To leave much of

the basic assessment to thz appointing agency is not fair to candidates, to that
agency, or to the public., The personnel agency has a responsibility to develop
registers of cligibles, and selection certificates, which reflect relative over-
all suitabiliry of the candidates, Then, as shown by findings from the body of
selectiun research, appointing officials have the greatest opportunity for
maximizing the selection “batting average."

ek it
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But it can clearly be only a beginning, not a substitute for the Jurisdiction's
unique responsibilities. Each jurisdiction must undertake its own job analysi
for the respective classes.' Jab analysis information presented in this booklea
may be of considerable help in determining how to do the analysis, either in a

general way, or sometimes more spécifically, perhaps even to the point of pro-
viding a checklist as a basic tool., ’ P ol pro

N?r can the booklet be a substitute for a jurisdiction's doing its own identi-
fication of knowledges, skills, abilities and other worker characteristics
needed to carry out its firefighting and police functions. But hare again
information in the booklet may provide a valuable framework.

Each jgrisqiction, too, must choose or develop its own selection methods. In-
formatzon in the booklet may enlarge the base for'that responsibility, If
selection processes described in later sections of this booklet are to be

considered for use or adaptation, further, detailed information should be
obtained about them,

We cannot, of course, take credit for the information ...d methods «.sciibs ' .n
this booklet, since we are simply assembling- and swamal cing a1 4

be promising developments undertaken by others. To them belong any tuank .or
what value you may find here. You have critical responsibilities for selecting
our country's firefighters and police officers. It is our hope that this
booklet may in a number of instances give you some head start.

e _un

.

Limitations of this Booklet

This booklet is jintended to be of practical help in suggesting ideas and methods
for possible usc in the selection of entry-level firefighter and police personnel.
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EQUAL EMPLOYMENT OPPORTUNITY IN POLICE AND FIREFLGHTER SELECTION

Public employers have a mandate to develop programs which will assure equal

- employment opportunity for all employees and applicants for employment., The

responsibility for equal employment opportunity derives from the fact that it
is the right and just thing to doj it is g od personnel management, and it isg
the law of the land under the Equal Employment Opportunity Act of 1972 (which
amended the Civil Rights Act of 1964).

Any State or local equal employment opportunity program must be responsible
and acutely sensitive to the social, economic and political needs of its
jurisdiction. It must be developed by those who are to administer the program,
with the knowledge and help of those who are expected to benefit from it.

The Planning Process at Top Level

The vueftive =imoe. b of - nagement is required as the basls of an effective

L CeBTE.. L0 loe leve) 'bos e <ld ba the mayor, city or county manager, or
chi s er, At AT o Lev @ 7 5 Geveeeme o o2v Y 3% et Lhe tone and the

gy 1t Y g feyr g i s e 0 Y execucive branch. .

The kind of top-level EEO mandate whiclh is needed is one thét?accomplishes the
following: ' ot

(1) 1t establishes a broad, attainable goal that can serve as the
foundation for planning at everylevel of the organization,

(2) 1t delegates responsibility for the development of specific
plans to lower levels of ovganization,

(3) It provides for top-level supporting services by persons with
knowledge, contacts and technical skills,

(4) 1t establishes a liaison through which principal officers can
have access to information and supporting services.

(5) It provides for appointment of staff who will have
immediate EEO responsibility throughout the organizatic+, The
need for such staff depends upon many factors, such as the work-
load and skills of those personnel officials who might otherwise
carry the responsibiiity, the need for concentrated action or the
need for somecone who can give a new look to the eqial apportunity
aspect of employment.

(6) 1t provides for review of plans at top level. Such review assures
coordination throughout the organization and lends to the planning
the perspective available only to top management.

(7) 1t sets principal target dates for accomplishment o
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(1'7in orientation for directors and other key staff.
™ (7 Review of minotities and women directly involved in

¢/ Orientation and training of all staff in supervisory
recruitment, i

/4 positions. Experience indicates that the supervisor
. 4 ! 1s a key element in the success of the plan. Recognizing
(8) Percentage and names of minorities and women not receiving ‘ . j/ /  this, some departments have set up orientation and
promation during the past year %ut qualifying for promotion e f; training course covering the historical background of
gggggafuggggtfg%gg?y requirements as compared with the jurisdiction's ¢ ’f/k ¥  &ffirmatiye action, orga?izational resPo?s%bility for
, ' b EEO planning, the supervisor's responsibility, cultural
(9 Anticipated attrition rate for all currently employed staff i {: differences, and the orientation, supervision, counseling,
for the forthcoming five years, wﬁ“ ;a training and upward mobility of 'women or mindrity employees.
(10)Anticipated changes in the staffing profile for the next 7 /(3) A message from the chief to each member of the staff by
five years in the light of: . / letter or through personal appearances,
«-= Trends in crime rates within the jurisdiction; /I (4) Prompt inclusion of policy statements in instructional”
~- Probable population changes; ‘ manuals.
-« Anticipated changes in equipment and systems; ; ' ‘
-~ Planned or nceded reorganiz-tion or job restructure; (5) Consultation with unions covering the broad provisions of the plan.
-- Anticipated legislation or court action affecting
staffing. R

(6) A letter to principal recruiting sources indicating proposed

new directions in recruitment and including a request for
(11) Probable salary changes of officers within the coming assistance.
five yeurs, oo o ‘ , » )

L/} A prepared press release indicating general types of changes

(125 contemplated.

Estimates of probable revenue within the coming five years,

including information on available State and Federal revenue

sources, (8) Transmission of copies of the plan to appropriate offices of.

.State and Federal agencies that can provide appropriate

(13) Possible artificial barriers to recruitment, selection and upward . assistance.

mobility in existing management policy,

(14) Recruitment sources and techni 111 i thi
‘ ‘ ques utilized within the past . : - £
year, : P o Resource f01“Planners |
(15) Supervi . . , L ~ . ‘ - Those who are responsible for EEC planning for a police or firefighter force
lPdFVlsory‘tralnlng in EEO provided during the year, in- may call upon the U.S. Civil Service Commission for technical assistance.
cituding number or percentage of supervisors attending by rank.

The Commission, in accordance with the Intergovernmental Personnel Act of
1970 (Sec. 205), may furnish technical advice and assistance on request to
, State and general local governments seeking to improve any and ‘all aspects
Informing the Parties Concerned » . of personnel administration,

Oncz the EEO affirmative action plan is approved by top management, the chief
must see that all the persons and groups concerned are informed
detail, The methods used in communicating the plan she
conceived as the plan-itself. Among them.might be:

in appropriate
uld be as carefully
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The following are among those recruitment approaches generally conceded to
By-products of a Sound EEO Plan be productive:

A sound plan has these managerial-side effects: (1) Cadet programs, which provide a ready reservoir of potential
P ) careerists; )

(1) 1t provides a framework for decision-making: This is important ‘

i tad : (2) Cooperative education programs, which provide for alternating
bec ~-founded EEO - - p ,
rzaiﬁiggliénszu:eiies decisions can have long-lasting and far o, periods of study and study-related work. Some 300 four-year

a ' ' colleges have such programs, including about 40 predominately
(2) Communication is strengthened both horizontally and vertically, 5 . Negro colleggs. Many twoéyiaz 6011e§esd2§:e :;the;hzZQrisild be

Participation in EEO planning of the department offers a “listening ‘ PTOgrams or nave expresse ‘n‘ergs n Going :
device" for the chief., It provides long-trange vision to the special advantage in arranging programs with two~yearfcolleges that
employee, who may have looked at employment of minorities only have or‘are willing to institute, law enforcement or fire trainig
from his own viewpoint rather than as a requirement of law which courses;

his superi t find & 3 t.
” uperiors must find a way to mee (3) Enlistment of minority and women's groups in recruitment efforts;
(3) By making each person in the planning process a potential change ‘ . N ' tat ; ;
agent, it makes change a challenge rather than a threat. ‘ (4) Information a?gutpollfe o?flcers and firefighter jobs ip occupational guide
‘ . ‘ ,and at counseling centers;
It i i - . : .
“ stgzovii:;fone basis for assesslng the performance of super (5) Stories and advertisements in minority newspapers and on minority-
y . ' ' oriented radio stations;
Requisites of a Sound Recruiting Program

(6) Television presentations of the police officers' and firefighters!

. -, , . ‘ i t effort;
Analyzing jobs and the application of job-related selection devices is discussed o jobs and the recruitment effort; .
- e 4 g e i )0 -
elsewhere in this booklet., .An esse??lal part of the EEO program that has not (7) Attempts to introduce grade-school am high~school students to
et been covered, however, is recruitment P ; .
y ‘ ) ’ > ' police and fire work as an occupation. Youth organizations as well
: ' icipation in such programs;
A soundly conceived and comprehensive recruitment program is one which: as schools often welcome participatio prog ’
' . : - ‘ (8) Establishment of outreach recruitment centers in areas heavily
1 A S P : : L
(1) Is based upon information about current and anticipated hirings. populated by minorities. Mobile vans are often used for this
(2) 1s a continuous effort rather than a series of spur-of-the- purpose.

moment attempts to meet immediate needs,

(3) Directs its messages so that they will reach all potentially qualified

people after making a sound determination of what the geographic
boundaries of the recruiting efforts should be,

(4) Provides adequate personnel for the recruitment job, including

minority recruiters where feasible, as well as persons with |
bilingual ability wherever indicated.

(5) Determines optimum methods for reaching as many minority and other
candidates as possible within the determined recruitment area

and provides for evaluation of the effectiveness of the methods
al stated intervals.

(6) Provides for recruitment toolg =-- e.g., literature and films --

that reflect in every possible way the fact that jobs are open
to all,

At b S b s s



GULDE FOR ANALYZING JOBS
1N

POLICE OFFICFR AND FIRE FIGHTER CLASSES

This guide for analyzing jobs was developed for use in pers anel selection.
Although it is likely to be useful in other areas of personnel management
decisinn making where joh analysis is necessary, it is intended for those
who are involved in using the data collected in job analysis for the design
and development of selection devices and applicant appraisal methods,

The guide is very brief and only intends to provide a minimum of what is
necessary in the process of job analysis. More information and in~depth
guidance on how to do joh analysis will be found in the referencas at the
end of this section.

Analyzing a job fo} selection purposes involves a systematic collection,
verification, and evaluation of information about the work being performed
in the job being analyzed. This should include:

(1) current, accurate, and descriptive information about the work
' performed;

(2) a presentation of this information in a systematic fashion that
wili facilivate using the information for tutrlher analysis;

(3) a statement of specific job requireménts based on the analysis.
The requirements should be stated in terms of the skills, know-
ledges and abilities required of the worker to do the job. They
should be supplemented by wlhatever other job-related worker
characteristics are called for and information about the work
environment needed for sclection.

1
TECHNIQUES FOR GATHERING JOB ANALYSIS DATA

There are four basic methods by which data are gathered for jb analysis:
(1) interviews, (2) directly observing the worker perform, (3) participant
logs, and (4) use of a questionnaire, Each method is described and dis-

cussed below,

.

-

;rajor portioﬁs of the following have been taken from "Job Analysis
for Personnel Selection," The California State Personnel Board,
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The lndividual Interview with Incumbent

Interviews alone are a sufficlent means of data gathering for desk
Jobs and other jobs involving little observable physical activity;
that is, for jdbs involvirg the processing of data as opposed to
the manipulation of tools or other objects. Incumbents may be
interviewed at their desks or some other convenient location, It
is important that the interviewee fully understands the reason

for the interview so that the interview not be interpreted as an
efficiency evaluation or as cnly a classificati on and pay audit,

The interview might be developed on the following lines:

1., Meet with the supervisor.to obtain an overview of the job,
The supervisor may give an indication of any special problems
with the class; and may also select suitable employees for
interview. The employees selected shculd know the job fairly
well and range from at least average to superior ability in
performing their duties,

2.  Meet with the worker alone, The presehce of others, particularly
& supervisor, is likely to be & distraction.

3. Use an orderly system to structure the interview.
approaches may be useful:

The following

a, Begin the interview by asking the interviewee: .

(1) What are the major duties of your position?
do you do?
- (2) What different physical locations do you work in?
(3) What activities do you participate in?. What exactly do
. these involve? '
(4) What other responsibilities do you have?

What exactly

After establishing the job functions through the above or
similar questions, the intsrview should be structured by
confining discussion to one duty at a time. In the discus-
sion it will probably be found that each duty is composed of
several tasks.

b. An alternate approach to beginning the interview is to ask:

(1) What is the purpose of the unit you work in?

(2) What is the general nature of the job?

(3) What specific areas (functions, locations, projects, etc.)
do you work in?

(4) How do your responsibilities relute to those of others in
your unit? ;

¢. A third approach is to use the categories of people, data and
things to structure the interview, 1n using this approach, the
interviewer first determines all the people with whan the worker
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has communicitions, either in person, by telephone, letter or
in any other way. Having determined who these people are, the
interviewer then asks the worker what work he performs with
respect to each of these individuals or groups of individuals,
The indicated work can then be broken down into tasks. The
same general procedure is followed in isolating the tasks that
relate to data and to things. First, a list is made of the
data or the things with which the worker comes into contact

and then the specific tasks which relate to each of these items
arc explored.

d. In nonsedentary jobs it may be desirable to further divide the
job into the tasks performed at various duty stations; that is,
structure the interview according to work location,

e. For jobs whose duties vary on a seasonal basis or which are
nonrepetitive in nature, it may be desirable to structure the
interview in terms of individual seasons or mornths, days of the
week, or even in terms of duties performed within the last
month or last several months,

f. Some jobs consist largely of project assignments and may be
structured by developing a list of projects and discussing
the tasks involved in one project at a time,

g, Many audits may be structured by asking for the tasks performed
on a typical day or week. :

Ask the worker to describe his duties in his own words, Insist on

a thorvough description of each activity, Ask questions about terms
which arc not understood. Ask to see forms or equipment with which
you are unfamiliar.

Obtain copies of anv forms or other written material inclnding
training manuals and regulatoyv material which may be useful later
in formulating exam items. This step is essential in planning
and developing a content valid exam,

Take complete notes and summarize them to the interviewee from
time to time to varify your understanding of the job,

Check your interview notes against any available job analytic
materials, such as duty statements or allocation standards, as
these may prompt new and fruitful questions. Make sure that

the indicated duties explain what happens to each fori, object,
ete,, that passes through the employee's hands; that is, anything
received that is acted upon by him or transmitted by him, as this
may help him to remember additional tasks,

Check whether the indicated duties explain the presence of all
materials (tools, telephone, files, equipment) at the work station,
Questions about these items may bring out additional tasks. Confirm
that ‘the duties as indicated account for all the people contacted

on the job and all information (data) which is provided or dispensed.

B.
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The Group Interview

in many situations, group interviews are a more effective means of
gathering job information than are individual job audits or other
individualized methods of job analysis, The group approach is espe-
clally efficient when jobs at several levels in a single occupation
are being subjected to analysis. Each job analysis group should be
representative of the organization in which the jobs are located.
For example, when the job subject to analysis is a full Jjourneyman
position, the group should consist of several journeymen, several
subjourneymen (assistants or trainees) and one or more supervisors,
So long as the supervisors are not allowed to dominate or inhibit
the discussions, such a group can be counted on to give a complete
and well-rounded picture of the job inecluding the knowledges, skills
and abilities necessary for successful performance,

As 1s true of any job analysis method, the group method provides the
following information: an overall description of the nature of the
joby a comprehensive list of tasks; knowledges, skille and abilities
required to perform each task; the frequency with which a task is
performed; the percentage of time devoted te the task; whether the
task has a high consequence of error and whether the task seems
appropriate to the total job considering the other tasks which make

up the job, 1t should be understood that all of these areas are
usually not covered in one sitting. )

While a highly successful group may be able to complete a- job analysis
in one all-day session, generally several sessions of from two to four
hours each are required. Even a highly productive group should be
encouraged to hold at least to meetings sime a period of reflection
after the first meeting may result in the development of additional
important information.

At the first meeting uf the group, the analyst should explain the
purpose of the job analysis., For example, if the job analysis

is part of a test validation effort, the analyst should explain the
relationship between job analysis and test validation, including

the importance of test validation to the selection of the best qualified
employees,

The group interview may be -conducted by one or two job analysts who
serve as facilitators, posing questions to the group when necessary

and recording information developed by the group., It may prove useful
to tape sizable sheets of paper to the wall to recurd tie information
developed in a group session, In this way, the information is visible
to the entirc group and can serve as a constant stimulus to the cdevelop=
ment of new information. The other responsibilities of the nroup
facilitators are to povide direcction to the group to get the group
started and to keep the group moyink.,
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Many groups arc easy to start and will respond to requests for a
volunteer to give a brief description of the job, Hopefully this
statement will start some discussion., The following may be useful
if it proves difficult to start or maintain a pgroup process:

1. Ask (a) what are the major duties of the position; (b) what
di fferent functional areas must the incumbent work inj (c¢) does
he have any other responsibilities.

2, Give a statement of your own understanding of the job. Misconceptions
or inaccuracies will probably be commented on by the group.

3. 1f you &lready have some understanding of the job, offer the
group a statement which you know does not describe the job well.
Members of the group may be prompted to offer a corrected version,
4. Select one or two persons to state their concepts of the job,
Even if the group fails to comment on the first statement, they
are likely to have comments on any differences between the
statements of the two individuals.,

Additional useful techniques to initiate and maintain discussion
include:

l. Pursue lines of questioning until obtaining all necessary details,

2, Periodically summarize what the group has produced up to that point,

3. Ask one or two group members to answer a general question.

4, Challenge a statement which has been made, You will either get
reneved discussion in support of your challenge or discussion in

defense uf the original statement, or both,

Supervisory Interviews

Rather than conducting desk audits or group sessions, one can adequately

analyze many jobs by interviewing a number of supervisors, The super-
visors interviewed must have a thorough knowledge of the job, either
through firsthand experience in the work of the job or tur agh a very
close working relationship. This approach is appropriate for new jobs
which have not yet been filled, for positions in a homogeneous class,
and for highly structured jobs witich the employee cainot "modify" by
his own style or approach, Howe.zr, it may also be appropriate to
consider the group approach or desk audits in order to supplement the
knowledge of the supervisor and to insure the accuracy of the super-
visors' impressions of the job,

The supervisory interviews can be conducted in a manner comparable to
the standard individual interview.-:

D.
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L. Explain the purpose of the interview,

2. Structure the interviecw (by functions, peopl
e, dat
location, ete.), » people, data, things,

3. Get complete details,

4. Obtain copies of forms and written materials used on the job,

5. Take complete notes,

6. Compare the tasks brought out in the interview to other indicators
9f possible job duties to be sure that all important tasks are '
included., Such indicators include (a) the incumbent's job deserip-
tion or class specification (if either of them are available):

(b) materials or equipment at the job site; (e) list of peoplé
data, or things encountered on the job, ’

Direct Observation

For most Police and Fire jobs, direct observation can be a useful

method of job analysis. The observation method may be approached
in two ways: "

-

l. Observe the worker on the job performing a complete work'cycle
before asking any questions, Take notes of all the job activities
observed, including those not fully understood, After accumulating
as much information as possible from observation, talk with the worker
to clarify points not understood and to determine what the worker
does in addition to what has alrecady been seen,

2, Observe and interview simultaneously, As you watch, talk with the
worke: about what is being done and ask questions about what is
- observed-as well as conditions under which the job is being performed.

Under either approach it isvnecessary to discuss the analyst's
observation with the worker or others. This technique should

normally be used only in conjunction with ¢ther techniques dise
cussed in this chapter,

Participant Logs

In this data-gathering technique, participants are asked to keep
daily logs or lists of things they do during the day. As the
participant changes from one task to another, he records the task
along with the time in a log provided to him., The advantage of
this technique is its comprechensiveness. Every minute of work
time is assigned to a task. . ‘ o
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If the-tasks of the job vary over a period of days, weeks, or
months, incumbents may be asked to complete logs only for specified
representative periods, 1f it is not certain when changes in duties
occur but only that they do occur, the analyst may randomly select
periods during which logs are to be completed.,

In order to fully understand and be able to use the logs, the analyst
should interview one worker or supervisor to clarify the use of

terms and to obtain any needed explanations or clarifications con-
cerning the log, A meeting with a group of people familiar with the
job may be even more helpful; especially if there are differences in
terminology among the logs, as different employees may use different
descriptive terms in their logs; making it difficult to compare one
position with another.

Tasks indicated on the logs are Yewritten as good task statements by
the analyst and then analyzed and used in the same manner as interview

information,

F. Questionnaire

The questionnaire asks for certain identifying information and provides
space for employees to describe their positions in their own words,
They may be asked to give duties and tasks performed and to list
materials, tools, and equipment used. Employees are required to com-
plete the form independently, but the supervisot may be asked to

give some minov assistance or %o verify the responses given before the
questionnaires are returned to the analyst,

A checklist questionnaire is a special kind of questionnaire. This
procedure uses a list of task statements which describe a job. In its
simplest form, employees are asked to check .thg tasks they do in the
course of theik work., Generally the anélysffsﬁou}q avoid wusing the
checklist to collect initial data early in the sﬁu@y. So&e other type
of‘jdb analysis first myst be,made to develop the checklist. Then the
checkiiét mgy be used asI& kind of task inventory to colleect further job
jnformation, One possible approgch is to colléct occupational data by
means of an open-end instr?nent and then develop a checklist from these
data for each occupation of concern, Another approach is to use the
&lass specification, when one is available to develop items for the
chgcklist,! 1f properly conétructed, the checklist allso can provide
data on occupational changes and job differences,

P

Evaluating and Making Judpoments Abe¢ut the Information

Once information is gathered about the job through onc or a combination of the
above methods, the information must be presented in a manner that will make i?
useable for the purposes intended. This step is just as important as collecting
the information, The accuracy with whijch it is carried out will govern the
effectiveness of the next step in the process of job analysis, deriving skills,
knowledges and abilities and other worker characteristics from the information
presented, ' ‘

1
Presonting .the Information

(1) Describe what the worker does in simple deelarative sentencer
(task statoments) formulated by askiog:

e N

ta) Who? -<Alwayvs implicd to be the worker; 19

(b) Performs what action? ~-Begin the sentence with an
action verb as explicit and conercte as possible;

(¢) To whom or to what? --State the immediate object;

(d) Ta‘produce what? «-Supply the reason "why" in the action
being done; '

(e) Using what tools, equipment, work aids, methods or processes?
~~Answer "how" the work is being done.

Once tasks have been formulated in this way, answer the following:
(2) What is the frequency with which the tasks are performed?

(3) What is the relative difficulty of ecach task as compared with the
rest of the tasks of the job?

Answers to questions (1) (a) thmugh (e) above should~be stated by
using the formula for a task statement as follows:

Using What Tools

Action Verb Object Methods, P cesses

Expected Output

The verb that This answers Always start Answers the question

hegins the the questions with the phrase "how the work is
sentence-~~it "to whom'" or "in order to" being done,*
chanld ha ae Men edvatll el and thus suc . )

s o2 L0 G Wit i Gilg Lltud buypl.lt'b ¥
concrete and action is being the reason "why"
as explicit performed, the action: is
as possible. being done.

Example:
Speaks with participants in in order to deter-
domestic quarrels, mine differences
or other disputes involved, whether
legal action is
necessary and

quell disturbance

using knowledge of
family and community
relations, legal
statutes and physical
means when necésgsary.,

Deriving Job Requirements

Deriving job requirements requires going back to wach task statement and answering
the questions below as precisely as possible, Job requirements should be stated
in terms of the characteristics that are required of the job incumbent for suce
cessful performance of the job., Job requirements are the basis from which minimum
worker qualifications for jobs are developed--the general backgrounds of training.
experience, knowledges, skills, abilities and other special requirements that an
individual needs for entrance into the job. They should be the minimum needed
regardless of the level of the job, The references immediately following this
section may be used in conjunction with this section of the guide to assist in
developing precise worker requitrements,

(1) Skill rpquirements
(a) What activities must the worker perform with ease and precision?

(b) What manual skills are required of the workexr?

,.uhd,Mmmedﬁma&_mMﬁnumdummuumanﬂmsLimJumemdL.
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(2) Knowledge and ability requirements
(a) What subject-matter areas are covered by the task?

(b) What facts or principles must the worker have an acquaintance
with or understanding in these subject-matter areas?

{e) Dec.ribe the level, degree, and breadth of knowledge required
in these areas or subjects.

(d) What instructions must the worker follow? Are they simple,
detailed, involved, abstract?

(e) What mathematical knowledge is needed to perform the
duties of the job? 1Is it basic or advanced? Does it
involve simple addition and subtraction or advanced
wathematical and statistical techniques?

(£) What 1s the nature and level of language ability,
written or oral, required of the worker on the job?
Are there complex oral or written ideas or simple
instructional material?

(g) What interpersonal- abilities are required?

(h) What reasoning or problem=~solving skill must the worker have?

(3) Responsibility
(a) Supervisory (not applicable to entry~level jobs)
(i) How closely are subordinates supervised?
(11) How many and what kind of workers are supervised?
(iii)‘ls the supervision direct or indirect?

(iv) What supervision is received by the worker? On what
weecasions is the worker expected to seek supervisor's
guidance?

{b) Nonsupervisory responsibilicy
(1) What policies, plans, procedures, cquipment,
standards is the worker responsible for
initiating, devising or impraving?

(11) What inquiries can occur as a result of work failure?
Provide 1llustrations and explain the possible results
of wierk failure,

(i11) What safety devices or checks exist?

(iv) With what other workers is this worker required to
cooperate?

21

(4) Other Worker Requirements

Properly prepared task statements should pinpoint other
important worker requirements that are directly related

to job performance, Adaptability requirements made upon
the worker as the tasks are performed; the kinds of in-
terests an individual would be expected to have or develop
to sustain satisfactory performance; and physical requires
ments are most closely related to selection, These
characteristics should be specified in the job analysis,

Following is a list of areas covered in the DCL Handbook
for Analyzing Jobs,* a source that will be of particular
help to 'the analyst in identifying job tasks that suggest
specific worker characteristics in these catepories,

Physical Requirements

(a) Physical activities - describe the frequency
and degree to which the incumbent is engaged
in such activities as: pulling, pushing,
throwing, carrying, kneeling, setting, run- .

3 19 - P -
Rlng, 2.“::‘.“-“.17"-2;, ..C.‘.“C.uﬂg,, C.-..C.

(b) Working conditions - describe the frequency and degree
to which the incumbent will encounter such
conditions as these: cramped quarters, work-
ing alone, working with others, electrical
hazards, moving objects, vibration, adequate
ventiliation, etc,

(¢) Hazards - describe the frequency and degree
to which the incumbent will encounter such
conditions as these: sudden death, loss of
parts, burns, bruises, cuts, impairment of

senses, collapse, fractures, electrical shock,
ete,

* See References immediately following this section,
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Adaptabllity Areas

(1) Situations involving the interpretation of feelings, ideas,
or facts in terms of personal viewpoint;

(2) Lnfluencing people in their opinions, attitudes, or
judgments about ideas or things;

(3) Working with people beyond giving and receiving
instructions;

(4) Performing repetitive work, or continuously performing
the same work;

5) Performing under stress when confronteq with emgrgency,
critical, unusual, or dangerous situations; or in
sftﬁations in which working speed and sustained attention
are make-or-break aspects of the job;

(6) Performing a variety of duties, often changing from one
task to another of a different nature without loss of
efficiency or composure.

.

Interest Areas

(1) A preference for activities dealing with things and
objects;

(2) A preference for activitices involving busingss ¢pntact
with people;

vs. A prefcrence for activities of a seientific and
technical nature;

(3) A preference for activities of a routine, cor.rete, (cganized
nature;

vs., A preference for activities of an abstract and creative
nature;

(4) A preference for working for the presumed good of people;

vs. A preference for.activities that are carried on in
relation to processes, machines, and techniques;

(5) A preference for activities resulting. in prestige or the
‘estecm of others;

vs, A preference for activities resulting in tangible,
productive satisfaction.

sat
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Summary:

The process of job analysis for sclection of entry-level police officers
and firefighters described here,

-« requires, first of all, a practical method for collecting and
verifying job information,

-~ The analyst needs then to describe in specific terms, according
to the formula provided, (1) the tasks of the job and (2) re-
quired skills, knowledges, and abilities at time of entry, These
should be supplemented by other worker requirements such as physical de-
mands and responsibility, necessary information about the work environ-
ment such as hazards involved, and finally worker characteristics

that describe expected interests and adaptability conditions on
the job, -

All information gathered, should be reviewed by appropriate authorities |

who have knowledge of the job., Once this is done the information
should be documented appropriately.

This is only a brief outline of what is essential to carrying out job analysis
for selection purposes. It is a statement of what should be covered rather

than a guide to the actual doing of analysis--which indeed involves more than
what may be suggested by the shortness of this guide.' Along with the applicaticn
of techniques described in the references that follow, use of the guide should

help the organization develop a sound program of job analysis for selection
purposes,
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PROJECT SUMMARIES AND PUBLICATIONS
RELATED TO POLICE AND FIREFIGHTER SELECTION

INTRODUCTION

This section aims to identify key project reports and publications relevant to
the selection of entry-level police and firefighters. It is a selective listing
of studies covering appraisal techniques and qualifications requirements, with
special focus on the findings of job analyses, Published and unpublished reports

dare included as well as descriptions of major ongoing projects with progress re-
ports.

The techniques and the results of the studies are not necessarily endorsed but
are offered as a source of information and ideas upon which a jurisdiction may
build its own job analysis and selection procedures. A jurisdiction may wish
to use the job analysis findings as an initial list of task or critical require-
ments, prior to doing its own analysis. Also, jurisdictions may choose to

adopt the dpproach used in relating selection procedures to critical job require-
ments,

Each jurisdiction must examine for itself the implimtions of using commercial
tests and of including personality and biographical inventories among its
selection procedures. Each must review its own laws and regulations and con-
sider problems of test security, invasion of privacy and test faking. When
considering a selection procedure, however, the key consideration needs to be
the job-relatedness uf the procedure, namely, that the knowledges, skills and

abilities assessed be based on critical job requirements determined through a
careful job analysis.,
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AMERICAN JUSTICE INSTITUTE. Project STAR: Svstems and training
analysis of requirements for criminal justice participants.
‘Project summary for Grant #71-DF-713 of the Law Enforcement
Assistance Administration, ' Marina del Rey, California,
October 15, 1971,

This nontechnical list of goals and objectives concerns significant
recruitment, selection, training and performance evaluation problems
of criminal justice personnel. Included are police as well as
custodial officers at jails and institutions, prosecutors and de=-

fenders.

Among the general objectives are the following: identificatign of
major functions and determination of knowledge and skill require-

ments for ecach role. Included will be a questionnaire survey of role
perceptions of operational personnel and a task analysis. ?o?al
funding for 39 months is projected at $2.3 million., In addition Fo
California, the States of Michigan, New Jersey and Texas are pgrtl—
cipating, with the American Justice Institute acting as the prime
contractor. The project summary may be obtained from the Project
Director at 4818 Lincoln Boulevard, Marina del Rey, California. 90291,
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BAEHR, M.E., SAUNDERS, D.R., FROEMEL, E.C. & FURCON, J.E. The
prediction of performance for black and for white police

patrolmen., Professional Psychology, Winter 1971, 2 (1),
46-57. .

This article provides a short technical summary . Tor technical details see:

BAEHR, M. E., FURCON, J. E. & FROEMEL, E. C. Psychological
assessment of patrolmen qualifications in relation
to field performance. Washington, D.C.: U. S. Government
Printing Office, 1969. (For sale by the Superintendent
of Documents, U. S. Government Printing Office, Washington,
D.C. 20402, for $2.00)

General summary--The authors aimed to identify selection tests that predict
job success of patrol officers working in the Chicago Police Department in
1966 through 1968, As a result of an extensive job analysis which included
direct field observation, a list of 20 critical behavioral requirements for
patrol success was compiled. Next a four-hour test battery was carefully
selected to cover many of the behavioral requirements., This battery of
commercially available tests could be administered to large groups using
printed materials and could be scored by trained clerical personnel, The
tests measured motivational, intellectual and behavioral characteristics,
and used highly original questions and test formats. The authors chose not
to include measures of general intelligence and did not conduct direct
assessment of emotional health since they found the present civil service
test and the psychiatric screening procedure to be adequate. Besides, the
Chicago police had already met these qualification standards, and therefore
were preselected on these characteristics,

A total of 490 patrol officers volunteered to complete the battery of tests.
These officers had been rated as being among the top or bottom third in job
performance from among a larger group of patrol officers. The paired-com-
parisons technique was used as the major system of measuring the job per-
formance of the officers., Using this technique, each officer was compared
with every other officer known by the supervisor, and one of each pair was
judged to perform better on a performance dimension. This rating system was
supplemented with seven other performance measures including the regular
departmental performance ratings, disciplinary actions, number of arrests and
tenure,

The test scores were related to present. job performance and statistically
meaningful relationships were found and in géneral verified on a second

holdout group. Several selection devices worked moderately well in pre-
dicting job success, measured chiefly by the paited- comparisons technique
which was subsequently found (Furcon et al, 1971) to be the most stable measure
of job performance over a period of two to three years. The three selection
devices that worked best involved one instrument assessing background and
experience through a biographical data blamk, while another appraised ways of
dealing wity interpersonal or social problems and a third measured temperamental
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factors such as self-reliant, social and stable traits. Of all the instruments
used, the latter two showed the smallest differences in tegt performances be-
tween black and white police officers. Furthermore, visual perception skills
were also found to predict job success, that is, the better patrol officers were
better at organizing visual materials and observing differences,

The size of the relationships between tests and job performance were found
to be greate: when analyses were made separately for the black and white
officers, with the highest relationships found for the black officers.

black officers were more often assigned to predominantly black districts

where they no doubt were more visible to their supervisors because the districts
often turned out to be high crime areas,

spent their work time on different duties
behavioral requirements.

The

Black and white officers may well have
for which there possibly are different

Behavioral requirements--Ag part of the job analysis, the researchers reviewed
published materials in the form of job descriptions, professional journal
articles, training bulletins and reports on officers who received awards or
were suspended. Meetings were held with patrol officers and supervisors at
different levels within the organization. The most direct observation came
when Lhe researchers traveled in patrol cars observing districts with high,
average and low crime rates at different times of day and night and at various
times of the week., As a result of the job analysis, this list of many of the
attributes critical to the job success of patrol officers was formed:

1. endure long period of monotony in routine patrol yet react
quickly (almost :astantaneously) and effectively to problem
situations observed on the street or to orders issued by the
radio dispatcher (in much the same way that a combat pilot
must react to interception or a target opportunity).

2. gain knowledge of his patrol area, not only of its physical
characteristics but also of its normal routine of events and
the usual behavior patterns of its residents,

3. exhibit initiative, problem-solving capacity, effective judg-
ment, and imagination in coping with the numerous complex
situations he is called upon to face, e.g., a family disturb-
ance, a potential suicide, ~ robbery in progress, an ac: 'dent,
or a disaster. Police officers themselves clearly recognize
this requirement and refer to it as "showing street sense."

4. make prompt and effective decisions, sometimes in 1 .fe and
death situalions, and be able to size up a situation quickly
and take appropriate action,

5. demonstrate maturc judgment, as in deciding whether an arrest
- 1s warranted by the circumstances or a warning is sufficient,
or in facing a situation where the use of force may be neceded.

6. demonstrate critical awareness in discerning signs of out-of-
the-ordinary conditions or circumstances which indicate trouble
or a crime in progress.

;. ot
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10,

11,

12,

13.

14,

15.

16,

17.

18,
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exhibit a number of complex psychomotor skills, such as driving a
vehicle in normal and emergency situations, firing a weapon accurately
under extremely varied conditions, maintaining agility, endurance,

and strength, and showing facility in self-defense and apprehiension,
as in taking a person into custody with a minimum of force.

adequately perform the communication and re&ordkeeping functions of
the job, including oral reports, preparation of formal case reports,
and completion of departmental and court forms.

have the facility to act effectively in extremely divergent inter-
personal situations. A police officer constantly confronts persons
who are acting in violation of the law, ranging from curfew violators
to felons. He is constantly confronted by people who are in trouble
or who are victims of crimes. Besides his dealings with criminals,
he has contact with para-criminals, informers, and people on the |
border of criminal behavior. (He must also be "alley-wise"). At the

same time, he must relate toe the people on his beat--businessmen, re-

sidents, school officials, visitors, etc., His interpersonal relations

must range up and down a continuum defined by friendliness and per-

suasion on one end and by firmness and force at the other.

endure verbal and physical abuse from citizens and offenders (as when
placing a person under arrest or facing day-in and day-out race preJu-‘
dice) while using only necessary force in the performance of his function.

exhibit a professional, self-assured presciice and a selt-confident manner.
in his conduct when dealing with offenders, the public, apd the courts.
. |
¢ 3
be capable of restoring equilibrium to social groups, e.g., restoyxng
order in a family fight, in a disagreement between neighbors, or in a
clash between rival youth groups.

be skillful in questioning suspected offenders, victims, and witnesses
of crimes. .

take charge of situations, e.g., a crime or adcident scene, yet not
unduly alienate participants or bystanders.

be flexible enough to work under loose supervision in most of his day-
to-day patrol activitics (either alone or as part of a Fwo-mén team)
and also under the direct 'supervision of superiors in situations where
large numbers.of officers are required

tolerate stress in a multitude of forms, such as meeting the Yiolept
behavior of a mob, arousing pcople in a burning building, coping with
the pressures of a high-speud chase or a weapon being fired at him, or
dealing with a woman bearing a child.

exkibit personal courage in the face of dangerous situations which may
result in serious injury or death,

maintain objectivity while dealing with a host of "special interest"
groups, ranging from reclatives of offenders to members of the press,
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19, maintain a balanced perspective in the face of constant exposurc to
the worst side of human nature.

20. exhibit a high level of personal integrity and ethical conduct, e.g.,
refrain from accepting btibes or '"favors," provide impartial law
enforcement, etc,
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COHEN, B. & CHALKEN, J.M. Police background characterigtics and performaneo
Summary. Report prepared for the National lnstitute of Law Enforcomont
and Criminal Justice, Grant Award N1.7-030-CG. New York, N.Y.: The
New York Rand Institute, R-999-DOJ (abridged) May 1972, (May be pur-

chased for $2.00 from the lnstitute: 545 Madison Avenue, New York, N.Y.
10022.)

In a nontechnical summary, the authors compare the background characteristics
of 1,915 officers appointed to the New York City Police Department in 1957,

with performance data collected over a period of 11 years following their
appointment. Background factors such as ape, race, mental ability and personal
history are related to performance measures such as career advancement, disg-
ciplinary actions and absentecism., Included are two community-derived measures,

the number of civilian complaints against officers, and the number of allegations
of harassment,

The research effort aimed at understanding the police selection assignment,
promotion and reward policies. They found, for example, that officers with
higher' intelligence scores showed faster career advancement and also received
more departmental awards. Cohen & Chaiken saw their findings as having im-
plications for improving employment practices., Since officers holding college
degrees were both good performers and showed a relatively higher turnover rate,
they recommended that efforts be made to retain them on the force and aid them
in continuing their education. But the authors were also aware of the need for
selecting and retaining officers of average intelligence and without college

training, knowing that these officers perform traffic duties well and were
stable employeces,

College graduates also fared well on the community-derived measure of civilian
complaints., Officers with more education had fewer complaints filed against
them. This led the authors to recommend that officers with advanced education

who are also older be assigned to sensitive districts and sent in large numbers
to trouble spots.

The background investigation performed at the time of application by the Police
Department was predictive of later police performance, with lowerated
candidates less likely to be promoted and developing more departmental
disciplinary problems than the candidates with higher ratings. In order to
avoid potential racial discrimination in this procedure, Cohen & Chaiken re-

commend having black and Hispanic investigators participate in the background
reviews, )

Performance at the Police Academy and during the probationary period were the
strongest predictors of later poor performance on the job. On the basis of
this finding the authors recommended development of a comprehensive performance
evaluation program, so that recruits who were performing poorly might be
terminated.
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DISTRICT OF COLUMBIA MIZTROPOL1TAN POLICE DERPARTMENT., DBasic officers
training system desipn. Washington, D. C, Training Division
September 1972 (OUT OF PRINT).

The Washington, D. C. Metropolitan Police Department undertook a systematic
approach to t'.e design of a training program relevant to the basic street
officer function, using Educational Systems for the Future as the contractor,
A systematic task analysis was undertaken to answer the question, '"What will
the traince have to do on the job, under what conditions, and at what level
of performance?”’ The basic street officer function was broken down into its
many individual tasks and grouped into six major categories: (1) Scout car
operation, (2) Patrol techniques, (3) Arrest and detention, (4) Interviewing,
(5) Weapons and self-defense, and (6) Internal,

Additionally, a behavior analysis was undertaken to identify the skill and
knowledge requirements for each task and subtask in the cognitive, psychomotor
and affective domains. The cognitive behaviors defined were: recall, re-
cognition, multiple discrimination, concepts, principles, and problem-solving.
In the psychomotor domain the specific skills required were: writing, verbal
(specific to police vocabulary), visual, auditory, touch, and manipulation. 1In
the affective domain five arcas were considered: initiative, responsibility,
bearing and behavior, resourcefulness, and leadership.

Based on the behavior analysis, certain entry-level behaviows were prescrihed
$ £ o - Vnmamrmdgmm mE lhpm cmamblamemaman shlocakloinan $u wlhhn Doad.
as }Juxué NCCo33av v Evly \}‘\. Lt tidiyy WL Ll Pl LLdiine UV Junbl Yoo Al L it

Officers Training System. A baltery specifying certain types of tests was

recommended for use in selecting officers for the training program. For further

information contact:

Dr, Peter Esseff

Educational Systems for the Future
7676 New Hampshire Avenue

Langley Park, Maryland 20783
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FURCON, J., FROEMEL, E., C., FRANCZAK, R, G. & BAEHR, M. E.
A lonpitudinal study of psvchological test predictors and
assessments of patrolmen  field performances Report to the
Law Enforcement Assistance Administration, Grant No. N1-0010,
Chicago, lllinois: The Chicago Police Department, June 1,
1971, (May be purchased for $7.00 from the Ipdustrial
Relations Center of the University of Chicago at 1225 East
60th Street, Chicago, Illinois 60637.)

Furcon and coworkers carried out a second study of 212 of the Chicage police
patrol officers who were tested in 1966 (Baehr, et. al, 1971) and for whom
performance measures were again collected in'1969 to 1970, 1In addition to
verifying the original findings on officers who were still on street patrol,
this project also had as its aim assessment of the stability of the job
performance measures used earlier. Essentially the same job performance
measures assembled originally by Baehr and others (1971) were again collected.
Both the paired-comparisons and the administration supervisory ratings showed
a desivable level of stability over a period of time, while the arrest and
avards measures of job performance also remained quite stable., The possi-
bility of collecting peer ratings was investipgated and proved to be feasible.

On the basis of 1966 test scores, it was possible to predict subsequent job
performance in 1967, 1968, and 1969, The general findings reported in the
earlier study (Baehr et al, 1971} held up, with subsequent job performance
nradicted an the hasis of appraisal of backaround and experience, interpersonal
modes of reaction, temperamental characteristics and visual perception skills,
However, the size of the statistical relationships between test scores and
measures of job performance decreased but continued to be statistically signi«
ficant. Again, it was found that the relationships between the test scores
and job performance were higher for black than for white officers.




FURCON, J. Some questions and answers about police officer selection
testing., Occasional Paper 30, Chicago, Illinois: The University
of Chicato Industrial Relations Center, 1972, (May be purchased
for $2.00 from the Center: 1225 East 60th Street, Chicago
Illinols 60637,) :

Furcon answers 20 questions that have frequently been raised about two
research projucts on police sclection conducted by the University of
Chicago's Industrial Relations Center (see the two project summaries
of reports published in 1971, with Baehr and Furcon each listed as
first authors),

The author identifies the basis on which the test battery was selected
and describes dimensions measured by each test. Included also are the
addresses of the publishers of each test and the qualification require-
ments for test purchasers and users,

The pairced-comparison method for obtaining supervisory ratings is de=
scribed and agencies using the rating method and the selection battery
are listed. Furcon indicates how he would go about validating a
selection battery and using the test battery validated in Chicago in
other jurisdictions.

34
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GHISELLL, E. E. The validity of occupational aptitude tests. New York:
Wiley, 1966,

Ghiselli presents an overview of 'studies of the validity of tests, summarizing
both published and unpublished data that spans the period from 1919 to 1964,
Only aptitude tests are reviewed because they have wider applicability than
tests of specific job knowledge and job skill, Included were tests of: in-
tellectual abilities, spatial and mechanical abilities, perceptual accuracy
motor abilities and personality traits. ’

The gindings are reported separately for cccupational groups classified ace
cording to the system used in the 1949 cdition’ of the Dictionary of Occupational
Titles. For each occupational group, correlations relating test scores to traine
ing and job criteria are averaged., Ghiselli acknowledges that the size of the
Yalidity measurss may be underestimates since employee groups vary considerably
in the range of talents represented in different investigations., He also calls
attention to the related fact that tests and performance criteria used in
differentustudies are likely to differ greatly in their measured reliability,
The author reports that, in general, training success can be better predicted
than job proficiency as measured by such criteria as supervisory ratings and
units of production,

After.revieyi?g the validities found for firemen, Ghiselli concludes that their
training ability may best be measured by spatial and mechanical tests, noting
that the tests of intellectual ahititiee and npareantual acouracy measures alce
have merit. Immediate memory tests of intellectual ability are the best pre«
dictors of job proficiency for firemen. . '

In predicting training success of both policemen and detectives working for a
government agency, tests of intellectual abilities have proven useful , with
spatial and mechanical tests predicting recasonably well, The best predictors
of job proficiency were tests of intelligence, name comparison and pursonality
inventories.
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GRENCIK, J., SNIBBE, N. & MONTGOMERY, H. Phvsiolopical fitnoss
standards rescarch project. Interim Propress Report, Law
Enforcement Assistance Administration Grant No. NI-70-042,

Los Angeles County, California: Sheriff's Department, June
1971.

The aim of the project is to develop standards for both physiolopical and
psychophysiological fitness for the seclection of police officers for use nationally
The authors report that, nationally, police suffer from a higher incidence of heart
disease than do work groups of comparable age, thus indicating need for develop-
went procedures to detect and predict the outcome of this disease and others

such as back disorders, and peptic ulceration,

The research pls. proposcs assessing 500 officers each year through a
psychological and a medical examination as well as exercise testing which
will include a procedurc to measure cardiac stress, These measures will
be related to actual on-the-job performance using the pairéd comparisohs
technique and other departmental data such as disciplinary actions, work-
men's compensation claims plus a self-evaluation on specific tasks.

A national survey of 126 agencies was conducted to learn of the physiological
and psychophysiological evaluation procedures and standards in use., HNinety-
six or 65% of the agencics completed the questionnaire., Significant diversity
in procedures was found and many standards were reported to be arbitrary and
Liaegmentavy, ‘
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HECKMAN, R., GRONER, D. M., DUNNETTE, M.D., & JOHNSON, P.D.
Development of psychiatric standards for police selection. aeport
of First Year's Research, Law Enforcement Assistance Administration

Grant No. NI 71-085-G. Minncapolis, Minnesota: Personnel Decisions,
Ine., June 1972,

The authors reviewed studies of selection procedures for police officers,
covering the diversity of procedures used by civil service and police
agencies. These include written civil service as well as situational and
aptitude tests. Also reviewed are medical and physical examinations and
standards, background investigations, clinical evaluation, weighted ap-
plication blanks, oral boards, psychiatric interviews, petrsonality and
interest measures. Heckman and coworkers observe that researchers have
failed to give much attention to job performance measures, particularly
failing to call attention to the multidimensional nature of police work.
The authors report that their first year was devoted to the development

of four sets of job performance ratings scales to reflect the multi-
dimensional nature of four classes of police jobs: patrol officer, de-
tective, sergeant and the midlevel command personnel. At workshops, held
with 101 police officers, 1,600 critical incidents of effective and in-
effective police were collected., These incidents formed the bases for
developing the rating scales, with 1l rating dimensions eventually emerging
for the patrol officer job. The eritical incideutls were used as an anchor
ror the designated points along the rating scale.”

Heckman and his coworkers proposed developing a Police Career Index based
on an experimental battery of tests and personality measures. Plans were
also made for developing situational exercises ahd job simulations to be
used to design Police Assessment Centers. The Police Career Index might

be used in evaluating applicants for police work. Police Assessment Centers
on the other hand could be used in asgessing persons who have completed
Police Academy training and may have worked as officers.
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HUNT, E. C. & COHEM, B. Minority recruiting in the New York City
Police Dopartment., New York, N.Y.:  The New York City Rand
lngtitute, KR-/0Z-NYC, May 1971, (May be purchased for $4.00
from the Institute: 545 Madison Avenue, New York, N.Y. 10022.)

The authors report studies conducted for the New York ity Police Department
(NYCPD) which aimed at asstssing the effectiveness ‘of programs and strategies
for recruiting minorities and identifying ways of increasing their representa-
tion in the Department. Though these project summaries were not intended to
cover recrultment, this project is .dincluded as an example of a fact-finding
effort eritical to furthering equal employment opportunity.

The first part of the study consisted of interviewing 200 black and Puerto Rican
minorities who were close in age and education to meeting the entry-level re-
quirements for police officers, Of these, 152 said they knew of openings in

the NYCPD and these revealed that the major source of information was the

Daily News, a gencral circulation newspaper.

In addition to the inlerviews, a questionnaire study was made of 2,652 persons
who had applied for but failed to appuar for a Patrolman's Examination held

on April 5, 1969, Of these, 37% replied, including 288 blacks, 141 Puerto
Ricans and 529 whites, The authors found that blacks and Puerto Ricans agreed
on the major recruiting sources, listing these among the top three in frequency:
Friend or family member who is a policeman,-The Chief (a New York civil service
newspaper), and recruiting teams. The first two of these recruiting sources
were also the predominant sources for whites, The Daily News was far more
frequently listed as a vecruitment source for all three groups than were

radio and television announcements. - ‘

Both minority groups stated the same two reasons for finding police work
attractive: opportunity to help maintain law and order, and feeling that
comes from helping people., The white applicants, on the other hand, stressed
such matters as fringe benefits and job security. The major reason cited for
not taking the examination by all three groups was that they had to work on
Saturday, the day the examination was held, .

The sccond parl of the study dealt with the retention of applicants in the
selection process, based on a followup of an examination held January 21, 1967.
The authors found that only 26% of the persons passing the written examinations
droppoed out of the selection process prior to completing the baci sround
investigation form, Recommandations center on reducirg the time between which
on¢ passes an examination and the time when one is finally appointed, & time-
span of L7 months, 1ncluded among the recommendations are early scheduling of
the medical and physical examinations and speeding up the Pecsonnel Investi-
“pations,
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KENT, A, D. & EISENBERG, T. The
. . selection and pr ti i
The Police Chief, February 1972, XXX1X (2)? 33?29?n of police offieers.
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LANDY, F. J., Police performance appraisal, Quarterly Progress Reports,
Law Enforcement Assistance Administration Grant No., NI 71-063-G,
Univergity Park, Pennsylvania: Penpsylvania State University,
July 1, 1971 to June 30, 1972,

The princi.al investigator and coworkers plan a three-year project that
includes two surveys of present local police personnel and civil' service
practices, concentrating on developing performance appraisal instruments
by involving a nationwide sample of local police agencies. Research
literature covering the police function is reviewed and includes recruit-
ment and personnel selection,

A questionnaire surveying the personnel function of police agencies was sent
Lo 38l agencies of which 51% replied. As a result of this effort, 59 per-
formance appraisal instruments were catalogued., Another questionnaire was
sent to 214 ¢ivil service agencies and of these 60% responded. The authors
found that recruiting for patrol officers was done primarily through local
nevwspaper ads and pamphlets. The most heavily weighted selection procedures
included background checks, medical examinations and intelligence tests. The
written examinations were generally developed by the local civil service

agency, with the police department making final decisions on departmental
appointments,

Performance appraisal instruments with behavioral descriptions along key
ports cf tho rating ccole will ha devalaned neing nalice supervisors. co=
workers and civilians as consultants, These will cover technical performance
dimensions important in working with partners, and dimensions based on the
observations of civilian groups including victims of crimes, prison inmates

and small owners.

4
LAV ENFORCEMENT ASSISTANCE ADMINISTRATION, U. S. Department of Justice, Equal

. rights guidelines: effect on minorities and women of minimuméheight

requirements for employment of law enforcement officers. Fedéral Repi
March 9, 1973, 38 (46), 6415, . ‘ gister,

4

The guideline which applies to all recipients of funds from the Law Enforce-
ment Assigtance Administration states that the use of minimum height require-
ments disqualifying disproportionately women and persong of certain national

or;gins and races, is in violation of the Justice Department's regulations
prohibiting employment discrimination. ’

Exceptions to this regulation will be granted only when there exists supportive
factual data such as professionally validated studies showing operational
necessity for the jobs involved, that is, that the employment practice is
necessary for the safe and efficient exercise of law enforcement duties,
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LEVIN, A, S. & ZACHERT, V. Use of biographical inventory in the Air Forece

Ciassification Program. Journal of Applied Psvchology, 1951, 35 (4),
2 1“'2 (40

MILLS, R. B., MCDEVITT, R. J., & TONKIN, S. Situational tests in
metropolitan police recruit selection, Journal of Criminal Law,
Criminology and Police Science, 1966, 58 (1), 99106,

A biographicul inventory has been used to select Air Force personnel for w The authors describe three situational tests that have been used experi-
training programs, Firefighters and crash rescue workers were among the o mentally to assess the performance of Cincinnati police recruits receiving
24, seaining Broups for which the hour-long biographical inventory was used. " leed'by the Ofice of Strategic Serviees during Hould War 1. vere Sectgned

“ite iraphical inventory was developed with the content of i ‘ ’ a ’ gn
multiple-choice items based on job analysis gf job requirements. Olt:;e ,{ to simulate natural field problems that officers might typically encounter.
content included preference for the specialty and a description of edu- . During the five to six hour psychological evaluation, the candidates worked
Egti??ﬁﬁiggf zocigefgzomic ?ﬁckground and participation in'activities related | : S:d::esfssr:t:;l;:rg:sezgfgftioﬁztedTﬁgetzzgz%gzzzséezfrﬁzgngce

¢ ' speci . ¢ 5 g : i fi | )

’ ) training or experience. Group activities were included so that the candidates’
Eight scoring keys were developed based on the statistical relationship be- leadership qualities and capacity for teamwork could be assessed,
twueen Fhe answers to‘the ftems and the final training school grade. The : K \ L :
Tucrap{c?l, rluctron%cs and craftsman keys.werc found to predict success in OnedFsst waseca1¥edtThetEgot Pat{zltObservatizq gegti§3? 1nt§h1s Eestbt&e
rgg;gzﬁzorEC1001 training for 91 men engaging in firefighter and crash ;iZd;m?ﬁzitYyTSe;:z gﬁgiﬁessonZ?ghbo:hzogpegak;:g ogserigiionZOZ%onz tgzy,
3 ] b
route, Afterwards, they were asked to complete multiple-choice questions and

open-ended essays that were getting at attitudes about law enforcement and at
the same time providing a writing sample.

e

The second test was the Clues Test which invelved candidates‘ invecstigation

of 'a hypothetical city empluyee.. CLservalidus ovcutted iu a-toped oLl atva "™
of a simulated office that had clues such as race-track sheets, Scotch bottles,

a passport application and a memo from the City Manager requitring audit of

certain accounts. The candidates completed a questionnaire that cal led for

factual data as well as hypotheses regarding such matters as the employee's
whereabouts and possible basis for prosecution,

The third task called the Bull Session is a group diapgnostic proc¢edure in
which an evaluation team observes candidates interacting with their peers,
after being briefed on the strengths and weaknesses of candidates. The group
leaders began the discussion of topics relating to police work including such
subjects as the use of force, the handling of fear, and the use of narcotics.
The questions were usually presented as personal experiences or as hypothetical
situations. At the end, 2 "debri.fing" secssion was held to restore emotional

. equilibrium. The Bull Scssion was considered by the staff to be a most valuable
' ’ selection technique used at the time.

A The authors note that situational testing could be used as a supplement to

| : both written tests and personality inventories onceé adequate reliability can be
established and the test scores are evaluated in relation to measureg of effective
police field performance. For further information, contact:

Robert B, Mills, Ph.D.
Professor & Head

Department of Criminal Justice
University of Cincinnati
Cincinnati, Ohio
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MILLS, R. B. Use of diagnostic small groups in police recruitment, selcction
and training. Journal of Criminal Law, Criminology, and Police Science,

1969, 60 (2), 238-241.

Mills describes a police selection exercise called "The Prisoner's Dilemma."
1t takes up the first half of a two-hour "Bull Session.,"” Eight to twelve
candidates participate after they have completed all other selection pro-
cedures. The four-person evaluatica team includes two group leaders and
two participant-observers who instpuct the candidates to make their views
known, and caution them not to "hide" themselves within the group.

The candidates are divided into two teams, with four to six candidates in
cach group., They are told that the purpose of the exercise is to maximize
the number of points their team obtains, But as it turns out, the only
strategy that wins points is one in which there is a collaboration on the
part of both teams. During the excrcise, there are specified opportunities
in which the "negotiators" for each.team can mect to discuss their strategy,
thus providing the evaluation team with opportunities to observe leadership
behavior, personal persuasiveness and ability to function under pressure,

Police recruits react differently to this exercise than do college students
or members of the clergy. The police candidates are more aggressive in
petting points for their team. .

The evaluation team uses a combination of objective and projective types of
personality tests as well as situational tasks such ag the small

group technique described in this paper. The team presents to the Civil
Service Commission a recommendation on cach candidate, describing each as
either "acceptable" or as a "high risk" candidate. For further information

contact:

Robert B. Mills, Ph.D.
Professor & Head

Department of Criminal Justice
University of Cincinnati
Cincinnati, Ohio

medical examination and ba
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MILLS, R. B. New directions in police
the annual meeting of the American
Honolulu, Hawaii, 1972,

selection. Paper presented at
Psychological Association,

and who are sensitive

personality measures such as i He recognized
the Minne X gnized that
Inventory (MMPT) , popular in police :zSOta Multiphasic Personality

undesirable qualities such as sadistiCIQCtlon, noting that 1pe aces with

- traits, noting that 1ittle research

has been done to identif .
performance, 1fy the positive qualities related to superior job

Procedure that included a
nterview,

dimensions i) These positi .
are assessed in the psychological evaluation: p(l) mziis:Ziggaé;ty
or

a law enforceme
nt career, (2) normal masculine self-assertion, (3) emotional

stabilit j '
Y and good judgment under stress, (4) sensitivity toward minority groups
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For more in} i i ti
ormation on the selection procedures useéd in Cincinnati, contact:
s :
Stephen Shutt
Assistant Pérsonnel Officer

: Cincinnati Civil Servi .ssi
ce Co
) 215 City Hall nssten

Cincinnati, Ohio 45202
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Milton describeg th ' MURDY, L B, & NORTON, R. P. Fire Private test validation study: City of
since th.y First | f role that women Police offig¢ Forth Worth Fire Department., 1Institute of Behavioral Research.
chiefly workeq witﬁ ?ed the Los Angeles police f:ers have traditionally played ' Technical Report No. 72-2, Fort Worth, Texas: Texas Christian
efforts are being Juveniles and female rce in 1911, Women havye University, May 8, 1972.
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General Summary--Murdy and Norton report a test validation project in which
an experimental battery of tests was administered to 123 Fort Worth Fire
Privates and Drivers, and scores related to job performance ratings made by
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selected from g larger pool O;onally two officers acquainted with the men's work. The regular Civil Service

women hava bez;“gosggozity group membersg;;mssttgﬁse Téy be Particulariy help- examination was not included in the‘study because the men were already pre-
Up at least 80 of )olio actively geek sarvice duéipo lce force, Furthermore selected on that ability measure. 1lnstead, the experimental battery con-
ag securily Officer; h ce work., Experience in en LGS that are said to make ’ sisted of a three and one-half hour battery of commercially available tests
hand] e domestic di N a public housing pro j Pluying a smay) group of measuring intellectual, perceptual, and mechanical abilities as well as
Lsputes SympatheticallyQ Ject is cited to show women personality characteristics, Personal history was assessed by a specially

defusi .
using potentially yiq designed questionnaire. These assessment devices were selected to be relevant

to the jop behaviors included in the performance evaluation.
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ported,

a variety of police The fivefighters participating in the study in early 1972 were all Caucasian
men, had worked as Fort Worth firdfighters for 6 months to 8 years, and averaged
. 29 years of age, and 12,3 years of education (with one-third having completed

one or more years of college),

The paired comparisons rating system was used in such a way as to maximize the
consistency or reliability of the railugs., Tha ratings of the 40 dimensions
made by the two raters were added together to provide a single measure of job
performance for each firefighter. . ‘

Conclusions are based on the analysis of data collected from one group of
123 firefighters, with recommendations made for conducting an additional c¢cross-
validation study., Highly rated firefighters can be described as follows:
quick to grasp ideas, docile, fastidious, dependent, resourceful, in control
of their emotions, and worriers. They were able to comprehend symbolic relation-
ships, make valid deductions, and showed a specialized type of perceptual ability
which involves visually tracing a path through a maze of lines, Personal
history data dealing with education background and work preferences also pre-

. dicted job success.

' The authors ptresent data predicting the overall success of firefighters and
discuss how the passing point might be set, taking into consideration the
likelihood of success as firefighters.

Performance evaluation dimensions--The key dimensions of job performance be-
haviors were identified in conncction with the development of the performance
rating form,

The existing Efficicency Rating Report forms were reviewed-and more specific
dimensions were developed in consultation with District Chiefs. .The following
40 job behaviors, classified under three broad categories, are the result of
the collaborative efforts:
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EMERGENCY WORK:
operalion in other emergencies such as rescue work and protection
of life and property.

relates to combatting and extinguishing fires and

l.

2,

8,

9.

10,

11.

12,

13.

14,

15.

16.

17.

18,

Knowledge and use of apparatus, tools. and equipment,
Croperation with members of his company,
Awareness of the position and tasks of every member of the team.

Demonstrated knowledge of auxiliary extinguishment aids including
sprinklers, standpipes, etc. in first and multiple alarm territory.

Indication of competitive team spirit in relation to other companies.

Demonstrated knowledge of streets, hydrants, and buildings in first
alarm and multiple alarm territory,

Dependability in producing consistently good results with a minimum
of wasted effort.

Willingness to accept authority in receiving and executing orders
promptly.

Demonstration of good public relations in general behavior and
speech at the emergency scene.

Recognition of emergency problems and readiness to adjust strategies
in view of changing conditions.

Utilization of safety equipment and clothing and observation of
standard safety procedures,

Making logical decisions based on available information and the use
of common scnse,

Alertness to hazardous conditions and taking precautions to prevent
accidents to himself and others.

Skill in using standard technicques of fire suppressioa to produce
desired results.

Skill'in using standard techniques in emergencie other than fire
suppression to produce desired results,

Indication of physical stamina (toughness) by enduring hardships
and heavy workloads.

Aggressiveness in attacking a

fire or emergency situation as opposed
to holding back,

Indication of .courage by encountering danger and physical abuse
knowingly and willingly.

*J

49

SUPPORT FUNCTIONS:

relates to station work, preparedness and fire prevention

1. Promptness in beginning scheduled work, wateh duty, drills and other
meetings.

2. Reflection of dependability and consistency in the attendance record.

3, iHaintenance of quarters in a clean and orderly fashion in preparation
for the oncoming shift,

4. Maintenance of protective gear and clothing in a good state of repair.

5. Maintenance of tools and apparatus after use for proper storape and
operation according to specifications and Department policy.

6. Observation of company rules and regulations during nonemergency
operations,

7. Proper maintenance and utilization of reports and records.

8, Participation during overhaul operations.

9. Demonstration of knowledse and application of stardard techniques
during participation in basic drills,

10. Recognition of potential fire hazards and possible extinguishment
problems while an inspections.

11, Attention and receptivity to orders and instructions in drills,
training and school,

12. Indication of gnod publie relations during inspections by dcscrxbing
and explaining code provisions and purposes,

13. Preparation for the future by studving to improve knowledge of pro-
cedures, regulations and other aspects important to fireman effective-
ness.

l4, Proper interpretation and applicatipn of city codes during inspections.

SOCLAL AND PERSONAL ASPECIS: rclates to behaviors reflecting some aspect of
social interaction or personality important for effective functioning
1. Demoﬁstrating an abjlity to get along well with the gencral public
-+ 2. Showing a willingness to get along with other membezs of the Department,



S0

Indication of a willingness to get along with superiors.

Demonstration of favorable atlitudes toward the Department, ve-

flecting positive identification as a member of the fire service.

Having personal hygiene habits agreeable to station members with
whom b2 lives.

Personal appearancs reflecting an adherence to Department regulations,

Off~duty behavior reflecting favorabtly on the fire service in accord
with civil service policy.

Demonstrated ability to work and live as a considerate member of the
company.

r

PERSONNEL DECISIONS, INC. Report.on test validation study:
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Minnecapolis
Civil Service firefiphter iobs., Minncapolis, Minnesota, November 1971,

General sunmmary--Test scores were related to job performance ratinge for 168
Caucasian firefighters. These men had been preselected on the basis of a

Civil Service written examination and 44% of them had attended college. The
tésts were commercially available measures of personality, interests, general
mental ability, mechanical comprehension and a specially designed personal history
form. 1t was found that firefighters who did better on the job were likely to
be organized, dependable, hard-working, cautious and followed the directions of

others., These findings were verified on a hold out group, making up part of the
group of 168 firefighters, :

Performance evaluation dimensions--The performance evaluation form used for
rating the men was designed in consultation with the training captain and others
familiar with the job, Precinct captains rated the firefighters on these
rating dimensions that emerged, referring to behavioral descriptlons that
"anchored" points along the rating scales: ,

& . g

1. gUnder tanding buildings, constructions, and fire behavior. Ability
"to evaluate buildings and construction; to recognize pOSSlble fire
hazards; having good "fire sense."

2. Mechanical ability. Ability to understand and operate apparakus
" and equipment, repair tcols, etc.

3. Ability to profit from training. Ability to ledrn quickly, to "catch
on'" to instructions, learn from observation, etc,

4, Flexibility in performing different. positions of a crey. Capacity
©  to perform the different crew positions} interchangeability from
activity to activity in firefighting,

5, Holding up under pressure and stress, How well the individual."holds

‘up'* under emergency situations; staying calm and dependablej: not
wasting time during emergencies,

6. Carrying out orders under firefighting cohditions. How well an in=-
dividual carries out orders while firefighting, even where he
~disagrees with them.

7. Thoroughness in carrying out procedures when searching~for hot . spots.

Searching for “hot spots" after the flames of a fire have apparently
been extinguished.

8., Getting along with other firefiphters and emplovees. Ability to get
along with others, sociability, friendliness, etc. '

9. Showing teamwork. Making efforts fo build teamwork and have a cohesive
effect on other members of his company.

10. :Amount of supervxs1on necessary. AmountAof supervision and direction
' ‘needed.




11,

12,

Maintaining public relations. Ability to impress the publie
favorably; .maintain public relatiens,

Overall job cffectiveness, A firefi
a mewber of the firefighting unit,

ghter's overall value as
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POLICE FOUNDATION. Experiments in police improvement:

a profress xepqrt.
Washington, D. C., November 1972,

The Police Foundation, set up in 1970, as a five-yecar project under a thirty
miliion dollar Ford Foundation grant, aims to aid police agencies in develop-

ing and funding promising programs which affect the quality of police services
delivered on the street. Chief among its projects are efforts to evaluate the
employment of women as regular police officers and experiments in neighborhood

team policing in Cincinnati, The project in Dallas called for the identification
of community needs and a structuring of police services to respond to these

needs. The Dallas plan focuses on validating new screening criteria for candidates
and deals with recruiting of officers, particularly from the minority groups. The

effectiveness of these projects will be evaluated to determine which new approaches
prove to be constructive,

The Foundation calls attention to two aspects of police work, noting that police
teamwork and the roles played in helping citizens who are not negcessarily in-
volved fn crime require special skills that need to be considéred in selection
as well as training procedures. The Foundation is concerned with testing
assumptions underlying perscnnel practices. They ask, '""Do college graduates
make better police officers? Will increasing minority officers produce better
police service? Can female officers perform as well as, or better than, male
officers? And what does 'better' mean?"' For more informatiqn, contact the
Foundation at 1015 Eighteenth Street. N.W.. Washington, D.C. 20034,

+
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SALMON, L. W, The development of a biopraphical data inventory for predicting
success as a State Police Trooper. Michigan Department of Civil Service
Rescarch Report, Lansing, Michigan, July 1972,

3

An experimental lll-item biographical data inventory was tried out on 110
white Michiga:. State Police Troopers and related to performance ratings
obtained through the routine performance rating system. This pilot effort
aimed at covering information generally obtained through an oral examination
such as school work, and recreational and work preferences.

The scored data blank was found to predict job performance ratings for white
troopers from Michigan, with the findings verified on another group of

49 Michigan troopers. 1t was also tried out on troopers from Pennsylvania
and New York, The scoring key did not predict job performance for a small
group of 22 black troopers from Michigan and Pennsylvania. But it is worth
noting that the black and white troopers obtained similar scores on the
inventory., A revised biographical inventory will be tried out on applicants.

25

SKlNAS, N, & HALL, W. S.  An experimental test construction for the'positicn
of patrolman. Trenton, New Jersey: Department of Civil Service, Division
of Examinations, Research Unit, June 1972, o

The authors describe the development of a patrol officer éexamination based on
a job analysis and analysis of data from three forms of the examination

administered to large groups of candidates that included 427 blacks and 130 Spanléh
speaking persons,

The job analysis was conducted through individual interviews with 40 experienced
patrol officers representing eight local jurisdictions located throughout the
State. These officers were themselves chiefly involved in patrol work and came
from various ethnic and cultural backgrounds. They were askea to list the duties
of police in descending order of importance on a scale from one to ten, This
list of 10 duties or tasks resulted, with the most frequently mentioned ones
appearing fivst:

1. sérvice to the public 9., . protection of life a&d property
2, report writing 10, patrol

3.‘ public relations o 11, domcstic'disputeg

4, prevention nf erine 19 r;aFF{n Fontral
.3. court appearances ) ‘13, first‘gid

6. law enforcement 14,  juvenile offenses

7.  apprehension of violators 15. summonses

8. investigations - - 16. escort duty

These 16 duties were then placed into four comprehénsiye categories: enforcenent

v'oflthe law, public relations, report writing and court appearances., For each
- group of duties,; a list of required characteristics was compiled by the authors.

They roted, for example, that in order to do a good job in making “court
appearances" an officer would nced to be verbally fluent, grammatically correct

in language usage, have an adequate vocabulary, show confidence as well as
have a good memory. -

- A written and oral examining procedure was developed to assess the critical

characteristics needed to cavry out the four types of job duties derived from the
job analysis, In ordet to assess abilities in the "enforgement of the law," the
examination specialists compiled a series of written subtésts that included the
following types of test items: Discretionary Situations, Reading Comprehension,
and Figure Analogies. : R

.
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Y s . : vsented to candidates in one-paragraph
rhf DibQFGLfOﬂ?TY iiig?tiztﬁatfgispiﬁzt called for decisive action and which VERDUCCL, F. & MEEKINS, T. Proposed physical aptitude examination for
iciﬁr;ptig;:ichcgor candidates inexperienced in police work. Ruesults from l San Francisco firemen, City and County of San Francisco, California,
O ' i, ' -
the tagz administrations show thal white, black and Spanish-speaking January 28, 1971.

candidates scored similarly on these judgment items. These job~re1atgd .
items were r.ong the six types of written test items recommended for inclusion

in future patrol officer tests.

The authors have developed and proposed seven physical aptitude measutes
. assessing motor ability requirements for fivefighter work in San Francisco,
’ A survey was conducted to identify the physical skills required of ‘
i San Francisco firemen in emergency situations., Involved in the survey

r were 40 firefighters, officers, and chiefs who identified the amount of

time spent on each of the physical skills.For each skill, the relative importance
] of each of nine body parts, and of each of nine physical movement components
(e.g., balance, and cardiovascular endurance), was rated by a kinesiologist,
two physical educators, and two firefighter administrators. The rating resulls were
next related to the amount of time each skill was used in emerpency con-
ditions, 1t was apainst this performance criterion that the adequacy of the
proposed physical aptitude measure was assessed, 7The proposed physical '
aptitude measurecs were cstablished by comparing the test item requirements
to the’performance criterion that was established on the physical require-
ments of firefighter emergency work,

The proposed physical aptitude measure has now been copyrighted, and there
will be a minimal fee for use of the test by merit system agencies. The

examination consists of seven types of test items: .

(1) coupling coordination test;

(2) bent-knee sit-ups;

(3) a hand pgrip strength test;

(4) a sand dodge run;

(5) a bend, twist, and tourh measure;

. | t6) a chins measure, and

(7) a 500-yard shuttle run,

\ For more information about the Physical Aptitude Examination for Firemen contact:
. Dr, Frank Verducet '
, ! ‘ Co Chairman, Dept. of Physical Education
for Men

California State University, San Francisco
" 1600 Holloway Avenue
. ‘ San Francisco, California 94132




WOLF, W, M. & NORTH, A. J. Sclection of municipal firemen. Journal of
Applied Psycholopy, 1951, 33, 25«29,

s an example of a published validity study relating test scores to
§2éspérfgrma‘gepof 144 privates employed by a large ?exas municxgility. |
These men were preselected on the basis of a con?r°1511¥ available genera
mental ability test as well as on the regular c1yx1 service writteniexamlna-
tion measuring general knowledge and elementary lnfoFmation concerntng
firefipghting. Job performance was measured by a special ranting sy;hem fuil
in which captaing ranked the men whose abilit?es they knew‘ est. The ct
sarvice examination as well as the Bennett Mechanical Comprehension tes
was found to differentiate between higher and lower ranked firefighters,
with the higher ranked receiving higher scores,
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SELF~EVALUATION CHECKLIST FOR POLICE AND FIREFIGHTER
SELECTION PRACTICES

Job Analysis

Has a systematic, comprehensive and thavough analysis of our entry police
lor firefighter) job, including the formal and informal training, beoen
carried out?

Is this job analysis kept up-to-date?

ls the job analysis obtained directly from the work situation (for example,
through observation, and systematic recordkeeping)?

Does the job analysis provide for a sufficient and representative sanple of
observationsg?

Does the job analysis describe in specific terms!
i i
~ each of the various kinds of duties performed by incumbents?
« the required level of performance for ecach of the kinds of duties?
- which of the duties are critical; that is, duties where competent

performance is essential?

Has the job analysis been carefully documented, including a description of
the methods used. the date. and the results?

ldentification of Needed Worker Characteristics

Has there been an identification of knowledges, skilis, abilitiecs and other
worker characteristics (KSA's) necessary for successful performance of the job?

Are these clearly related to each of the critical duties identified in the job
analysis?

Are the KSA's focused on characteristics requived upon entry to the job, and
on potential for career advancement to the extent appropriate?

s there a documented description of the procedures for identifying the KSA's?
Does the procedure provide for sufficient objectivity?

Appraisal of Applicant Characteristics

Does the selection process include appraisal of each critical KSA?

Does the seclection process exclude appraisal of any characte?istic not
identified as a critical KSA?

P

Has each'appraisal method been established as valid by a method of validation

appropriate to the circumstances?

Is each method of appraisal sufficiently reliable?

i
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"1s coach appraisal method sufficiently objective?

Does the final rating of each applicant reflect relative standing on all critical
KSA"u7 \

Ate scores or ratings from the various appraisal methods combined with appropriate
relative weights?

should include cach appraisal method, plus the procedure for establishing re-
larive weights and combining scores on the individual components.)

1
1s pach aspect of the appraisal process carefully described and documented? {This * y

Coordination ‘ . P

t

In undertaking job analysis, identifying needed applicant characteristics, and

“developing and applying methods for appraising candidates, is there close co-
ordination between the personnel agency and the police or firefighter agency?

Appointment Process

Are the respective roles of the personnel agency and the appointment agency
éxplicit and clear?’ 9

Dogs the process provide for appointment from among those ranking highest on
ovierall suitability as detexmined by the applicant appraisal process?

Ave the judgments made dudiag lhe appulnimeni process independent of those made -
during the applicant appraisal process preceding appointment? (Qfficials .
responsible for appointment decisions should not ordinarily have a part in

making judgments on individuals during the applicant appraisal process.)

A
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