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INTR ODU eTION 

The information contained in this manual will serve as a guide for panel 

members interviewing candidates for the position of municipal police offlcer. 

The interview content has been carefully prepared and the format for rating 

scales has been developed in conjunction with this content. In conducting 

these interviews I it is very important that panel members follow the information 

in this manual as closely as possible. The procedure recommended in this 

manual consists primarily of a "structured" interview. A It structured" interview 

requires that the interview panel adhere to the same general format with all 

candidates. It is not necessary to limit the interview to the question areas 

suggested in this manual. In many situations, it will be appropriate to ask 

additional, clarifying questions that are related to the candidate's qualifications. 

Such clarification is not only appropriate I but may be necessary to provide the 

most aoourate rating of the oandidate. However I panel members should avoid 

asking questions that are irrelevant or not direotly related to the job requirements. 

Panel members will be required to become thoroughly familiar with this 

manual and with the interview content before beginn~ng the oral examinations. 

Any questions about this material that may arise during the course of the interviews 

should be thoroughly discussed with the other panel members in order to ensure 

a common understanding regarding these interviews. 

-1-
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There are two variations of the newly-developed interview procedure described 

in this manual. These variations provide a substantial degree of flexibility to 

departments wishing to utilize this interview procedure. 

1. Interview Occurs After Background Investigation 

In departments which interview after the background investigation 

has been completed I the basis of the employment interview is the 

Evidence Organizer which is described in the manual for background 

investigation. 

2. Interview Occurs Before Background Inv8stigation 

In departments which interview before the background investigation 

has been completed I the basis of the employment interview is the 

Personal History Statement completed by the candidate as described 

in the manual for the background invesUgation. 

While greater depth of information is available to the interviewer for the first 

alternative I it may be entirely impractical for an agency faced with a large 

number of applicants. In the latter case I the applicant's written factual 

description of his personal history becomes the starting point of the employment 

interview. 

-2-
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• Facts unclear 
· Not detailed 
· Superficial 
• Conflicting 

Reject candidates 
with critical 
deficiencies 

I. INTERVIEW FLOW CHART 

• Pollow-up 
is required 

Indication of 
what facts 
require 
follow-up 

. 1/ 

Supplement or 
clarify facts .H 

the employment 
interview 

Background 
Investigation 
Information 

., 

t"-~."t<.!t ___ .... 
Evaluation 
Criteria from 
Job J\nalysis 

Information is 
sufficient to 
make an evalu
ation of candidate 

Documentation 

Interview: 
• Hypothetical 

questions 
· Communication 

skills 
• Appearance 

--;;; Documentation i(:_,------l 

- - - - _.- --
Complete 
interview 

rating scales 
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II. INTERVIEW DIMENSIONS 

1. APPEARANCE The appearanc~ of a candidate is evaluated based on the. 
extent to which ~ individual, as a law enforcement 
officer, might be expected to: 

- adopt a reasonable grooming standard consistent with 
contemporary community standards and expectations 

- take pride in his personal appearance .and professional 
bearing 

- work to stay in good physical condition 
- maintain his uniform and equipment in top condition 

II. DEPENDABILITY The dependability of a candidate is evaluated based on 
the extent to which the individual, as a law enforcement 
officer, migh t be expected to: 

III. IN IT IA T IVE 

- report for duty on time 
- not malinger on calls 
- react quickly to problems observed on the street or 

to dispatches received over the radio 
- be accurate and thorough in handling the details of an 

assignment 
- submit reports on time 
- follow through on all assignments 

The initiative of a candidate is evaluated based on the 
extent to which the individual, as a law enforcement 
officer I might be expected to: 

- strive to put forth his best effort at all times 
- work diligently and conscientiously in carrying out 

his assignments rather than merely "putting in his 
time!! 

- care about his competence as a law enforcement 
officer and want to improve his skills 

.. see himself as being responsible for learning the job 
and staying abreast of new developments in his 
occupational field 

- proceed on assignments without waiting to be told 
what to do 

- recognize his own deficiencies and strive to correct them 

-4-



rv. SITUATIONAL 
REASONING 
ABILITY 

V. INTERPERSONAL 
SKIl,L 

The situational reasoning abilit~ of a candidate is based on 
the extent to which the individual, as a law enforcement 
officer, might be expected to: 

... demonstrate good "common sense" in handling field 
situations 

- know how to analyze a situation, identify the important 
elements and make a 199ical decision without undue delay 

- accurately assess the potential consequences of alt(~rnat:ive 
courses of action and select the one which is most 
acceptable 

- have little difficulty deciding what to do in most situations 
... recognize dangerous situations and act decisively to protect 

pers OI:1S and property from harm 
- be abie 'to ':teach a decision quickly when faced with several 

alternative courses of action 

The interpersonal skill of a candidate is evaluated bCLsed 
on the extent to which the individual, as a law enforcement 
officer I might be expected to: 

- understand the motives of people and usually be able to 
anticipate how people will act in a given situation 

- consider individual differences when dealing with people 
rather than treating everyone alike 

- interact with people in a wide variety of circumstances 
without. arousing antagonism 

- be effective in persuading and influencing others to behave 
in an alternative manner 

- resolve domestic and other in~erpersonal conflicts through 
persuasion arid negotiation rather than force 

- be assertive in appropriate c4'cumstances 
- work effectively as a member Of a team when required to 

do so 

-5-
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VI. ORAL COMMUNI-
CATION SKILL 

The oral communication skill of a candidate is evaluated 
based on the extent to which the individual, as a law 
enforcement officer I might be expected to: 

- speak clearly and intelligibly to individuals I small 
groups and large crowds 

- communicate effectively with persons of widely 
divergent cultural and educational background 

- speak clearly over police radios and other elect.ronic 
transmission equipment 

- make concise and meaningful oral reports to supervisory 
police personnel 

- communicate effectively with persons who are emotionally 
disturbed or seriously injured 

- be articulate and understandable when testifying in court 

-6-
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REVIEW OF EVIDENCE 
ORGANIZER 

I I 1. 

RELATING THE FACTS TO 
THE JOB DIMENSIONS 

THE INTERVIEW GUIDE 
SHOWS YOU WHAT TO 
LOOK FOR 

THE INTERVIEW SUMMARY 
FORM DOCUMENTS THE 
EVIDENCE 

DECIDING IF THE 
EVIDENCE IS SUFFICIENT 

INDICATE WHAT REQUIRES' 
FOLLOW-UP 

SIGNIFICANT FACTS 
SHOULD BE DOOUMENTED 

CHECK MARK DENOTES 
THAT INFORMATION IS 
SUFFIOIENT 

NO OHECK MARK MEANS 
FOLLOW-UP IS REQUIRED 

PRE-INTERVIEW OBJECTIVES 

Prior to the interview I the interviewer reviews the 
Evidence Organizer I the form which summarizes 
the findings of the background investigation. 

Interviewer reviews the Evidence Organizer using 
the Interview Guide as an aide in determining what 
information should be related to the job dimensions. 

In relating background information to the job 
dimensions I the Interview Guide assists the 
intervieWer in deciding what types of information 
are relevant. 

The interviewer records pertinent factual data 
from the background investigation on the Interview 
Summary Form. This form is based on the job 
dimensions. 

If the factual information relatinq to some job 
dimensions is 'ambiguous I unclear I incomplete I 
contradictory I not detailed I etc. I follow-up 
in the interview is required. 

In the space provided on the Interview Summary 
Form I the interviewer writes some brief notes 
indicating what fOUm.'i-UP information should be 
gotten. 

If the factual information is sufficient I any 
significant data should be summarized briefly 
in the s pace provided for each background factor. 

When the factual information from the background 
investigation" speaks for itself" the interviewer 
checks the box provided to indicate that follow-up 
is not needed. 

When a background factor has not been checked, 
the interviewer will know he must follow it up 
in the interview. 

-7-
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IV. INTERVIEW GUIDE 

DEPENDABILITY 

This factor requires the interviewer to seek out evidence indicating: 

1. Willingness of others to place their confidence in candidate's ability 
2. Candidate's success or failure to honor obligations 
3. Candidate's success or failure to perform 

Background 
F~lctor 

WORK 

HISTORY 

'UNEMPLOY
MENT 
RECORD 

MILITARY 
RECORD 

Wha t to look for 

• Degree of responsibility? 
• Growth in responsibility? 
• Recognition by employers/ 

sup~rvisors ? 
• Raises/promotions? 
• Attitude of co-workers? 
• Major accomplishm p l1ts? 
• Reprimands/disciplinary 

measures? 
• Attendance/lateness? 
• Work quality? 
• Reasons for leaving jobs? 
• Employers/supervisors 

satisfied? 

• Number of jobs in recent 
years? 

• Times unemployed? 
• Length of unemployment? 
• Use of time when unem-

ploY,ed? 

.. Job r8$ponsibilities? 
• Promotions? 
Med~~p/awards ? 

• Reprimands/disciplinary 
measure5 ? 

• Convictions? 

-8-

Backgrou,nd 
Factor 

EDUCA-
TIONAL 
HISTORY 

FINANCIAL 
HISTORY 

EMOTIONAL 
PROBLEMS 
OR USE OF 
ALCOHOL 

GROUPS, 
ASSOCIA-
TIONS AND 
CLUBS 

Wha t to look for 

· Academic accomplish-
ments? Problems? 

• Awards? 
• School clubs or 

activities? 
• Elective office? 
• Positions of trust? 
• Disciplinary problems? 

• FaUure to repay debts? 
• Excessive indebtedness? 
• Good or poor tea sons for 

indebtedne.ss? 
· Extent of current 

obligations? 
• Wa-s poor faith shown? 

• Has problem ever hindered 
candidate's performance 
in job, school, military, 
'etc. ? 

• Recency of problem? 
• Severity of problem? 
• Extenuating circumstances':· 

, 
Nature of responsibilities 'I' 

• Position of trust? 
• Candidate's reputation? 
• Groups reputation in 

community? 
• Major accomplishments '~ 



INTERPERSONAL SKILLS 

This ractor requires the interviewer to seek out evidence of candidate's: 

1. Ability to deal effectively and positively with others 
2. Interest in working with people 
3. Desire to be of service to others 
4. Fairness in dealing with all segments of society 

B-ackground 
Factor What to look for 

-------------------------------------------

WORK 

HISTORY 

EDUCA
TIONAL 
HISTORY 

• Relations with co-workers? 
• Attitude of employers/ 

supervisors? 
· Team orientation? 
• Responsible use of authority? 
• Leadership experiences? 
• Sensitivity to other's feelings? 
· Problems in dealing with 

authority? 
· Reason for job changes related 

to people? 
• Reprimands/disciplinary 

"actions? 

• Relatiunship with teachers? 
Students? 

• Activities requiring working 
with others? 

• Leadership experience? 
• Sports or other team activities? 

Discipline problems? 

U.
aCkgrOUnd 

Factor 

MARITAL 
HISTORY/ 
FAMILY 
RELATIONS 

EMOTIONAL 
PROBLEMS 

What to look for 

" Consideration shown to 
spouse/children? 

· Behavior problems with 
spouse/children? 

· Soundness of family 
rela tionship? 

• Nature of domestic problem': 
~ Interest in family affairs? 
· Appropriate, responsible ll~;( 

of authority? 
· Good parental model of cor:c 

· Problem behavior directed (1' 

self or others? 
• Have problems resulted in 

anti-social behavior? 
· V>lould problems affect usc 

of authority? 
· Recency/severity of problem 

Purpose of group people-

--------------------------------------1 GROUPS, oriented? 

CRIMINAL 
RECORD 

• Was there a Victim (person)? 
• Would associations affect 

ability to enforce law? 
• Would credibility under oath 

be compromised? 

ASSOCIA-
TIONS, AND 
CLUBS 

· Relationship with group mem 
• Positions of trust? 
• Elective office? 
· Dealing with others requir8d 

How? 

· How seen by neighbors? 
GENERAL • Number of friends/associate 
REPUTATION . Contact with other etni1ic 

groups? 
· Racial attitude? 
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INITIATIVE 

This factor requires the interviewer to seek out evidence of the candidate's: 

1. WiHingness to improve his own skills and knowledge 
~ Desire to improve his own perforrnunce level 
" Motivation to do more than the minimum requirements of a situation 
4. Interest in finding improved ways for doing a job or task 

Background 
roetor. 

WORK 
HISTORY 

MILITARY 
RECORD 

EDUCA
TIONAL 
HISTORY 

What to look for 

• Efforts to improve job skills? 
• Efforts to improve methods/ 

procedures? 
• Recognition by employer/ 

supervisor for initiative? 
• Doing more than the job required? 
• Desire to assume increased 

responsibilities (promotion)? 

· Interest in training/acquiring 
new skills? 

• Desire to seek meaningful work? 
• Better ways to do a job or task? 
· DOing more than the bare 

minimum? 
• Positive attitude about service? 

· Advanced training (voluntary or 
required) ? 

• Educational accomplishments? 
· Personal sacrifice to obtain 

education? 
· Extracurricular activities? 
· Failure to complete courses/ 

schooling? 
• Low grades due to failure to 

prepare properly? 

-10-
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SITUATIONAL REASONING ABILITY 

This factor requires the interviewer to seek out evidence of the candidate's: 

1. Ability to think on his feet 
2. Sense of priorities 
3. Ability to take decisive action when required 
4. Balanced judgement 1 common sense 

I. Consider any; background information which might help in evaluating the 
candidate's common sense, judgement. 

II. Hypothetical Situations 

• Was the candidate's reaction logical or impulsive? 
• Full range of factors considered befor~ action wa s taken? 
• Was there an accurate assessment,of the conseguences of candidate's 

decision? 
· Appropriate use of authority? 
· Appropriate degree of regard shown for safety of officer and public? 
• Were the decisions realistic? 
• Were human needs properly considered? 
· Were public relations aspects properly considered? 
• Was minimum force used? 
• Did candidate's reaction go beyond what was justified '? Did it go far 

enough? 
• Was candidate's response clear or confused? 
• Was action taken decisively? 
• Was candidate reluctant to'take the proper action because of attitudes 

towards use of force or wpapons ? 
• Were potential problems properly prioritized? 
• Were good questions asked or was ~andidate stalling? 
• Did candidate attempt to "duck II the problem? 
• Was caution used? 
· Was there any effort to use persuasion? 
· Would the action have succeeded? 

-11-
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ORAL COMMUNICATION SKILL 

This factor requires the interviewer to seek out evidence of the candidate's: 

1. Clarity of speech 
2. Ability to make self understood 
3. Ability to communicate to all people 
4. Responsiveness to questions asked 

• Clear and to the pOint '? 
• Proper use of grammar I vocabulary I etc.? 
· Loud enough to be heard? 
• Does candidate listen well? 
· Do answers respond to questions? 
• Able to make self understood to people of different backgrounds? 
• Serious impediments or defects in speech? 
· Answers well organized? 
• Command presence? 

APPEARANCE 

This factor requires the interviewer to make a judgement based on observation 
of candidate using the standards of: 

1. Cleanliness 
2. Grooming 
3. Posture and bearing 

Consider the following guidelines before rating the candidate's Appearance: 

• The candida te' s current appearance in the interview is unacceptable I AND 
• The candidate's unacceptable appearance is not due to some temporary, 

extenuating circumstance, AND 
• The judgement is not based on some medical factor which can better be 

evaluated by a physician (e. g • I obesity, malnutrition I physical 
handicaps I etc.) I AND 

· The candidate is unwilling to modify his appearance to conform to reasonable 
departmental standards. 

-12-
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V. INTERVIEW SUMMARY FORM: POLICE OFFICER 

Name of Candidate, ___ o _______________________ _ 

Rater ____________________________ ~Date _________________ __ 

Dimension Rating 

I - APPEARANCE: 0 Pass 

0 Fail 

(circle one) 

II - DEPENDABILITY: 5 4 3 2 1 o Fail 

III - INITIATIVE: 5 4 3 2 1 o Fail 

IV - SITUATIONAL REASONING 
ABILITY: 5 4 3 2 1 ,DFail 

V - INTERPERSONAL SKILL: 5 4 3 2 1 .0 Fail 

VI - ORAL COMMUNICATION 
SKILL: 5 4 3 2 1 DFail 

Instructions: For each dimension I several background areas (e. g. work history I 
military record I financial history I etc.) are lis ted on the following 
pages of this report. Check each one only when you are fully 
satisfied with the quantity/quality of the information obtained. 
Be sure to provide enough documentation to justify your ratings 
on each dimension. Attach additional pages if required. 

-13-
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, .:: / ~ 1\J DAB I LIT y' 

o WORK HISTORY 

D UNEMPLOYMENT REC ORD 

o MILITARY RECORD 

o EDUCATIONAL HISTORY 

o FINANCIAL HISTORY 

D GROUPS I ASS OCJ1!I'IONS I & CLUBS. 

D EMorIQ\JAL ;PROBLEMSft,LCOH.oL Uffi 

.: ~ . . .. 

INTERVIEW NOTES 
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II ~ T E 1\ F 1, R SON A L "Kl L L b 

D WORK HISTORY 

. 
" 

D .EDUCATIONAL HISTORY 

I , . 

D CRIMINAL RECORD 

. ;.' 

o MARITAL HISTORY/FAMILY RELATIONS 

D EMOTIONAL PROBLEMS 

,', rJ GROUPS I ASSOCIATIONS, & C;LVBS, . .. , . , 

D GENERAL REPUTATION 

INTERVIEW NOTES 

,t 



INITIATIVE 

o WORK HISTORY 

o MILITARY RECORD 

o EDUCATIONAL HISTORY 

INTERVIEW NOTES 

ORAL COMMUNICATION SKILL 

Describe any significant factors which 
have influenced your rating of the 
candida te I s ability to communicate. 

-15-

SITUATIONAL REASONING ABILJ..L ... 

BACKGROUND INFORMATION 

INTERVIEW NOTES 

HYPOTHETICAL QUESTIONS 

#1 

#2 

#3 

#4 

#5 
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APPEARANCE I 
Describe any significant factors v.h ich have 
influenced you to fail this candidate on the I 
basis of his or her 'a'ppearance .~' ' 

I 
I 
I 
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VI. EXAMPLE OF PRE-INTERVIEW WORK 

These materials illustrate the pre-interview work for a hypothetical candidate. 

Assume that an Evidence Organizer has been completed by the background investigator. 

The Interview Summary Form for a hypothetical candidate has been completed 

(pre-interview work) by the interviewer based upon the background investigation 

which you have been asked to assume. The Interview Summary Form has been 

completed to the pOint of the pre-interview work only. Please note how follow-up 

question areas have been indicated. Also, note the brief summaries which have 

been provided of relevant and significant background evidence. This example 

illustrates how the pre-interview note-taking ought to be done. The Interview 

Summary Form does .!!2.t include information which is based on the actual interview I 

but only that which an interviewer would be expected to accomplish prior to the 

interview. 

-16-
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V. INTERVIEW SUMMARY FORM: POLICE OFFICER 

Name of Candidate G.e.e.n. EdwcuLd RLL6.6 e.U 

Rater Captaln. John Voe. Date 9/20/76 

Dimension Rating 

I - APPEARANCE: o Pass 

0 Fail 

(circle one) 

II - DEPENDABILITY: 5 4 3 2 1 0 Fail 

III - INITIATIVE: 5 4 3 2 1 0 Fail 

IV - SITUATIONAL REASONING 
. [J ABILITY: 5 4 3 2 1 Fail 

V - INTERPERSONAL SKILL: 5 4 3 2 1 D Fail 

VI - ORAL COMMUNICATION r I Fail SKILL: 5 4 3 2 1 

Instructions: For each dimension, several background areas (e.g. work 
history, military record, financial history, etc.) are 
listed on the following pages of this report. Check 
each one only when you are fully satisfied with the 
quantity/quality of the information obtained. Be sure 
to provide enough documentation to justify your ratings 
on each dimension. Attach additional pages if required. 

-17-
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, "':.I.':ZNDAEILITY 

WORK HISTORY 

WOIl}U aveJr-t{.me w.<..t.eb!.g.ty, nevvr. We, no 
..e.o~t day~ ~n two yeall4. T~ned down p~o
motion ~n 6cuJtnu~ to emp.eoyvr.. 
(Hopu to be a polic.e o6Mc.vr. ~~te.ad) 

~NEMPLOYMENT RECORD -<>_~, 
No f..~gn.[Mc.Mt 6ac..t6 

~ILITARY RECORD 

N/A 

[] EDUCATIONAL HISTORY 

Student body V~c.(!. pfte..6)'dent 

~FINANCIAL HISTORY 

No de.R..<.nQue.nuu, alway.o pay~ pJr.ompt.e.y 

~l GROUPS, ASSOCIATIONS, & CLUBS 

I!fEMOTIONAL PROBLEMS / ALCOHOL USEI 

INTERVIEW NOTES 
1. Rupo~~bu..Ltiu M .6tudent body V).c.e.

Pll.uide.nt 

2. Leve..t and type 06 ll.upo~ibUUy ~n 
" C B F .ey (!JtJ.," • 

WORK HISTORY 

Numvr.oLL6 c.ommen.t6 Il.e: ab.LU.ty to get 
aio ng wUh oth~. Emplo yell. '.0 c.ommen.t6 
Il.e.: abUliy to handle. d,[66~c.uU c.LL6-
tom~. 

I ] EDUCATIONAL HT c~ORY 

Appa/l.ent.ey got aiong will ~n Mgh .oc.hoo.e.: 
ll.e.mCUt!v., on Pll..-i.riUPa.ti f..tude.nt body o6tf)vr.. 

~RIMINAL RECORD 

N/A 

~1ARITAL HISTORY/FAMILY RELATIO:;;;S 

N/A 

LJ EMOTIONAL PROBLEMS 

[] GROUPS, ASSOCIATIONS. & CLUBf 

00 
~GENERAL REPUTATION 

Sec.b-rutvty 1l.e.6 vr.e.nc.e c.UrU,! ab~y to 
de.6LL6e aJt.gume.n.t6 at .~06tbaU game. sette.e.d 
6amUy 6).ght bt 11e1bo~hood. Fll..-i.encU go 
to hJ..m nOll. advic.e. and c.ou~e..e. 

INTERVIEW NOTES 
1 • Pll.oble.m bI.MC.a.te.d in ga.<.n.<.ng e.ntJr.a.n.c.c 

to UMV~Uy 06 Tex.a.6. 
2. U.6 e 06 woJr.d "N~91l.0" ).n Il.e.n eIl.eltc.e.: ;tJut6 J-Lc. 

ac.ude.n.t6. 
3. Chec.k. pe.M onat Il.e..f.a-tto ~ Mp.6 ).n II CB 

F .e.ye.M" and c.hec.k. na;tUft.e. 06 M.6,[.otaHc.e. 
given to c.ItUll.c.h youth ac.ilvilie..6 

4. ReMon 60Jr. Il.e.jec.ilon by She.ll..-i.66'.o 
Il.U vr.v e..6 
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----------------------------------------------,-----

INIATIVE 

[] WORK HISTORY 

~ILITARY RECORD 

N/A 

[] EDUCATIONAL HISTORY 

INTERVIEW NOTES 

® 

1. Rea60n nO~ not accep~[n9 p~omotlon to 
manag~? 

81 'l'UA'f10NAL REASONING ABILlrr~ 

BACKGROUND INFORMATION 

INTERVIEW NOTES 

fL·Expioll.e app'uca;Uol'LO Un.[VeMUY 06 Te.Xa6, 
1l.e.a601'LO 6oll. not ~e.appiying. 

HYPOTHETICAL QUESTIONS 

#1 

2. Expio~e. why he. ~nrt continue.d ~ 
e.duca;Uon (e.xce.l.e.e.nt academic ~e.co~d.) #2 
Co ntinue.d e.dt!!la.ti.o non hb., own whe.1'L 
not peIl.mille.d t.o ~e.gM:t~ at UMV~-
.oUy 06 T e.Xa6 • #3 

________________________________ ~ #4 

ORAL C01~UNICATION SKILL 

Describe any significant factors 
which have influenced your rating of 
the candidate's ability to communi
cate. 

#5 

APPEARANCE 

Describe any significant factors which 
have influenced you to fail this can
didate on the basis of his or her 
appearance. 
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VII. INTERVIEW OBJECTIVES 

COMPLETE THE 
FOLLOW-UP FIRST 

LESS PRE-WORK REQUIRES 
M ORE INTERVIEW TIME 

INTERVIEW SUMMARY 
FORM IS COMPLETED 
DURING INTERVIEW 

EACH SUMMARY OF FACTS 
WILL BECOME A PERMANENT 
RECORD 

DON'T BE DISTRACTED BY 
THE N GTE-TAKING 

USE KEY WORDS AND 
PHRASES 

DESCRIBE BUT DON'T 
EVALUATE 

ALLOW ENOUGH TIME 
FOR THE SITUATIONAL 
REASONING QUESTIONS 

GIVE CANDIDATE A CHANCE 
TO ASK YOU SOME QUES
TIONS TOO 

The interviewer shou.ld begin by covering all the 
pOints which have not been check-marked. 

r£he less complete the set of facts before the 
interview I the greater is the need to get those 
facts during the interview and the time requirement 
is I therefore, increased. 

During the interview I relevant information should 
be summarized on the Interview Summary Form 
using the space provided. 

The interview notes and the pre-work will need to 
be detailed and complete enough to justify the 
decision on challenge. 

Listen to what the candidate is saying and avoid 
"tuning out" while taking notes. 

Use key words and phrases which describe the 
candidate's significant strengths and weaknesses. 

While the notes need not be detailed I they 
should describe the candidate I s background. 
Avoid evaiuations at this pOint. 

After the follow-up questions are completed, 
the interviewer should provide enough time 
to cover the hypothetical questions fully. 

When the interviewer has gotten the information 
required to evaluate the candidate I then the 
candidate ought to be given a few minutes to 
ask the interviewer about the requirements of 
the job. 

-20-
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VIII. SAMPLE SITUATIONAL REASONING QUESTIONS 

1. Assume that you are a police officer and that your sergeant calls you into 
his office and tells you that you have given his girl friend a ticket for drag 
racing. He asks you to tear up the ticket and forget that the incident has 
ever happened. What action should you take?" 

2. Several squad cars are dispatched to the scene of a disturbance involving 
several 'heighborhood youths. As Officer Roberts steps out of his car, 
he notices a young girl, approximately 17 years old, with a IIMolotov 
cocktail" in her hand. A Molotov cocktail is a fire bomb which is made 
of gasoline and rags stuffed into a bottle. The fire bomb has been ignited. 
The girl who stands about thirty feet away from Officer Roberts has h.er arm 
cocked, and is about to throw the burning fire bomb through the window of 
a heavily occupied apartment building. What action should Officer Roberts 
take? 

3. An officer on patrol observes a serious traffic accident at a busy intersection. 
While approaching the accld,ent scene I he calls for an ambulance and a backup 
unit for the purpose of controlling traffic. The officer approaches on tdot. The 
vehicle which was more seriously damaged contains a young WOThan arid' child t 
both of whom have been injured severely and are covered with blood. While 
observing the accident victims I the officer notices that the second vehicle 
involved in the accident makes a sharp turn and accellerates rapidly away from 
the scene obViously intending to avoid qpprehension. What action should the 
officer take? 

4. On a Sunday afternoon, Officer Michaels was driving east on a four lane street . 
in very light traffic. About two blocks ahead t he observed a small foreign 
sports car exit a liquor store parking lot at about lSm.p.h. The vehicle crosses 
two lanes of traffic and then swerves back toward the curb, almost striking a 
parked car before proceeding somewhat irratically in the same direction as 
Officer Michaels. Before Officer Michaels can turn on his red lights and siren 
to stop the vehicle, the foreign car makes a sharp right turn onto a side street. 
As the officer turns the corner, he observes the foreign car turning into the 
driveway of a reSidence ,about half way down the block. Officer Michaels pulls 
into the driveway behind the vehicle. As he approaches the vehcile to investigate I 
he finds the driver, who is dres sed in a tuxedo, slumped over the steering wheel in 
a drunken stupor. In the backseat of the car are four cases of beer and several 
gallons of unopened wine. What should the officer do in this situation? 

-21-



4-A Suppose the officer in the above situation decides to take the driver into 
custody. He removes him from the car 1 searches and handcuffs him and 
then places him in the rear of the patrol car for transportation to the jail. 
At this time, about a dozen men and women dressed in formal clothes 
come out of the front door of the residence. One middle aged man 
comes over to Officer Michaels and says I "Oncer, my name is Jack Hays. 
This is my house and we're having a small wedding reception here .. My 
daughter got married today and you've arrested my new son-tn-law 111 
How should the officer respond to this situation? 

Suppose that in the above situation, Cfficer Michaels explains that· 
. Mr. Hays' son-in-law is under arrest for drunk driving arid any arrangements 
for bail must be made at the jail. Mr. Hays responds by explaining'that 
had he or any of the others known that the suspect was going to leave I they 
would not have let him. ,But, apparently the party was running short of 
liquor anq the suspect wanted everyone to have a good time on his wedding 
day. Mr. Hays, who appears to be a responsible individual t offers to 
tj'lke custody of the suspect, keep his car keys ~ see that he does not have 
any more to drink and personally drive the suspect and his new wife to the 
lodge where they plan to spend the first night of their honeymoon. At this 
point, the bride, still dressed in her w.eddlng gown, comes out the front 

. door of the house crying and screaming hysterically,. "No, please, you 
can't take him to jail on his wedding day!" 

\ . 

-22-
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IX. SAMPLE INTERVIEW SUMMARY FORM 

The following is an Interview Summary Form which shows how the form 

ought to be completed after the interview has been conducted. This form 

reflects both the pre-interview note-taking and the notes made during the 

interview. 

-23-
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V. INTERVIEW SUMMARY FORM: POLICE OFFICER 

Name of Candidate Gle.n. EdwaJr.d RlL6.6eli 

Rater Captain. John Voe. Date 9/20/16 

Dimension Rating 

I - APPEARANCE: ~pass 

o Fail 

(circle one) 

II - DEPENDABILITY 5 0 3 2 1 o Fail 

III - INITIATIVE: 5 4 @ 2 1 o Fail 

IV - SITUATIONAL REASONING 

CD o Fail ABILITY: 5 4 2 1 

V - INTERPERSONAL SKILL: 5 4 CD 2 1 o Fail 

VI - ORAL COMMUNICATION 

CD o Fail SKIL: 5 3 2 1 

Instructions: For each dimension, several background areas (e.g. work 
history, military record, financial history, etc.) are 
listed on the following pages of this report. Check 
each one only when you are fully satisfied with the 
quantity/quality of the information obtained. Be sure 
to provide enough documentation to justify your ratings 
on each dimension. Attach additional pages if required. 

-24-
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llEPENDABILTTY 
rcfw~R~ HISTORY---~-"--"---

Wonfu oveJL.tUne w.UUng.ty, neve.n .tate, no 
.to}.,:.t day}., .in .two Ye.aJL6. TW1J1.ed down pno
motion .in. 6W!.neM :.to emp.toyVt. 

{Hop~ :.to be a po.e.iee 06fi-i.een -i./1f.,:.teadJ 

UNEMPLOYMENT RECORD 

~ILITARY RECORD 

N/A 

EDUCATIONAL HISTORY 
nt body v-i.ee pnu-i.dent. 

Pnu-i.ded at meeting.6 -i.n ab.6enee on PJr..u-i.
dent. Coond-i.natu :.the wonl<. an aU 
eomm-i.:.t.:.t.~u. ~ 

FINANCIAL HISTORY 
No runquenuu, a.tway.6 pay.6 pJr..ompt.ly. 

GROUPS, ASSOCIATIONS, & CLUBS 
Senve.o a.6 Seene:.t.any-Tne.(LMVl.en 00 C.tub. 
Af!Ao .6VtvU a.6 pJc.ognam ehahunan. 

1. 

2. 

EMOTIONAL PROBLEMS/ALCOHOL USE 

rNTERVIEW NOTES 
Re..:sp0/1f.,.ibUil-i.e.o a.6 .6:.tudent body 
V-i.ee- PJr..u-i.de.nt. 

Le.vel and :type 06 Jr..up0/1f.,-i.b.il.Uy 
in " CB F .tyeM " • 

INTERPERSONAL SKILLS 
-~-.-.-- -'-~'-'" -_._----- _ ... _-_._ .. ~. 

t.:::J WORK HI STORY 
NumVtou.6 eommenh ne: ab..i.LUy:to get along 
w.Uh o:.theM. Emp.toyen'.6 eommen;tf., ne: 
ab-i.U:.t.y :.to ha~1d.te d-i.fi n-i.eu.e.:t eu.6tomeM. 

EDUCATIONAL HISTORY 
ppMent£.y got on well -i.n hlgh .6ehoo.t: ne

manfu on ptUnupal; .6:.tuden:.t. body onn..teen. 
V-i.J., p.tayed nnu.6:t.lLmo n & ang Vt wilh U. T. pen
.6onne.t. When eoo.ted oon, d-i.d apo.tog-i.ze. 1 

~RIMINAL RECORD 

N/A 

MARITAL HISTORY/FAMILY PROBLEMS 

N/A 

EMOTIONAL PROBLEMS 
The. ciJUvVt 06 :.the o:then vehle.te. had ito ,[n-
.6 Wtanee and Wa.6 '[nto ueated. F Jc.u.6 :bc.a.-tio I'l. 
and angVt wvc.e dMp.taye.d aga..tn. 

~GROUPS, ASSOCIATIONS, & CLUBS 
Rat good neJ.atio/1f.,lup w.Uh membeM: new 
Mme. peop.te. abu.6 e :.the C. B. Re..:s enve..:s 
o~y aeee.p:.t eeJt;t{.·6-i.ed o6n..teeM • 3 

GENERAL REPUTATION 

2 

4 

Se.eondany ne.6enenee. eile.6 ab-i.U:.t.y :.to de6u.6e 
Mgume.nh a;t .606:.tbaU game. Se:tti.e.d 6am..t.ty 
6-i.ght. ,[n nughboJc.hood. Fuendo go :.to 
him non adv,[ee. and eou/1f.,ef.. 

1. 

2. 

3. 

INTERVIEW NOTES 
Pnob.te.m ,[nd-i.ea;ted il1. 9a-i.l't-i.n9 entMnee to 
Ul't-i.veJr..6,uy 0 n T exa.6 • 
U.6e. 06 wOll.d "Nigno" ,[n ne: :.t.Il.a66ie 
aeudenh. 
Che.ek. pVl.6onal nef.a.Uo/1f.,hlp.6 b/. "CB 

4. 
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INITIATIVE 

If:JWORK HISTORY 

V-Ld not 6 e.el. U wa;., na..iA to e.mplo YVt .o-Lnc.e. 
he. wan.t.6 to le.ave. to be. pol,[c.e 06n-Lc.Vt. 

SITUATIONAL REASONING ABILITY 

BACKGROUND INFORMATION 

Vo e..6 ItOt want to -6tMt at mld -ye.M. 16 
be.c.ome..6 pol,[c.e. 066-Lc.Vt will want to aMange. 
-6c.he.dule. Mound MIJ..6t a;.,-6.ignme.n.t.6. 

MILITARY RECORD 
N/A 

-1----------- --

~DUCATIONAL HISTORY 
Tlte. !/tUJ.dJr..a.:t-LoYL and angVt at UMVvu,Uy 
06 Texa;., pVt.6onnel. Me -6:tJ..U v~-Lb.te.. 
Mi..ght e.Moil next ye.M. 

IN'l'ERVIEW NOTES 
1. Re.a-6on 60n not ac.c.e.pt,[ng pnomot,[on 

to managVt? 
2. Expla,[n wlty Ite ha;.,n't c.ont,[nue.d h-L.6 

educ.at,[on (exc.e..e.tent ac.ademlc. ne.c.andJ. 
Cant-Lnue.d e.duc.at,[an. on ~ own when 
not peJtmwe.d ta ne.g~tVt at 
UMVVt.6Uy 06 Texa;.,. 

ORAL COMMUNICATION SKILLS 

Describe any significant factors 
which have influenced your rating of 
the candidate IS ability to communi-
cate. 

VVty we.U .opoke.n.. U.6e..6 good c.lto-Lc.e 06 
voc.abulMY. Make..6 Mm.o el.6 undVt.6tood 
vVty will. 

INTERVIEW NOTES 

1. Explone. app.t.ic.at-Lon-6 un.ive.n-6.ity 06 
Te.xa.o, ne.a-6on-6 60n not ne.app.ty.ing. 

HYPOTHETICAL QUESTIONS 

#1 Rac.Uo 60n a;.,-6~:ta..nc.e. 

#2 EntVt the. bM and Me. whatevVt nonc.e. ~ 
nec.e..6-6MY 

#3 Mne..6t the boy and adv~e. the. g-Ur..e. that 
.cite .6ltould .cee. a lawyVt 60n help 

#4 Atte.nd to the. ac.ude.nt v.ic.tim 6fut 

#5 FVte. wMMng .chot 

APPEARANCE 
~-----------------------------------------

Describe any significant factors which 
have influenced you to fail this 
candidate on the basis of his or her 
appeara.nce. 

None. 
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'----------- ---- ------ --------

X. RATING PROCEDURE OBJECTIVES 

THE CANDIDATE IS 
RATED ON THE SIX 
INTERVIEW DIMENSIONS 

I1APPEARANCE" IS RATED 
AS A PASS-FAIL FACTOR 

ALL OTHER FACTORS ARE 
RATED USING THE FIVE
POINT SCALES 

THE RATING SCALES 
CONTAIN EXAMPLES OF 
EXPECTED BEHAVIORS 

"ORAL COMMUNICATION 
SKILLS II ARE ASSESSED FROM 
THE INTERVIEW 

THE OTHER INTERVIEW 
DIMENSION S ARE BASED 
ON THE CONTENT OF THE 
INTERVIEW SUMMARY FORM 

ALL DECISIONS TO FAIL A 
CANDIDATE MUST BE 
DOCUMENTED 

A RATING OF THREE IS 
GIVEN TO AN AVERAGE 
CANDIDATE OR WHEN THERE 
IS LITTLE FACTUAL EVIDENCE 

EXTREME RATINGS REQUIRE 
COMPELLING FACTUAL 
EVIDENCE 

. 
After the interview has been completed I the 
candidate is rated by the interviewer on the 
six interview dimensions. 

The dimension of "Appearance" Is rated as 
pass-fail based upon observation and usjng 
the rating standards described in the Interview 
Guide. 

The interviewer must refer to the five-point 
behaviorally-anchored Rating Scales before 
rating the candidate. 

The rating scales are based on concrete 
examples of expected behavior/performance 
of candidates if they were to be hired as 
officers. 

The interviewer rates the candidate's "Oral 
Communication Skills" on the basis of the 
interview using the Rating Scale and the 
Interview Guide. 

The dimensions of: "Dependability I Interpersonal 
Skills I Initiative I and Situational Reasoning 
Ability" are based upon the content of the 
Interview Summary Form. 

If the interviewer elects to fail a candida te I 
his reasons must be well documented on the 
Interview Summary Form. 

As a principle of rating, a rating of three is 
assigned to the average candidate or when 
there is little or no significant evidence 
available pertaining to the dimensioll. 

The extreme ratings of ~ orJive should 
be given only when strong positive or negative 
evidence of the candidate's ability has been 
obtained. 
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XI. THE RATING SCALES 

Each candidate will be rated on the following scales of "l" (lowest 

rating) to "5" (highest rating) based on how you might reasonably expect the 

candidate to perform as an officer on each dimension of the interview. The 

scales are composed of examples of behaviors 1hat might be expected of a 

candidate if selected as a patrol officer. 

Candidates should be rated at the point on each scale that is closest 

to describing how you would expect the candidate to act on the job I if hired. 

Your expectations about this candidate must be based upon information relevant 

to the candidate's qualifications that you obtain in the interview. It is unlikely 

that you would expect any candidate to exactly match the examples given for 

each point on the rating scales. You must question the candidate carefully to 

determine which point on the rating scale is the best general description I"If 

how you expect that candidate to act. 

Dimension I (Appearance) is not rated using any of the following scales I 

but is treated as pass-fail based upon the standards described in the Interview 

Guide. 

-28-
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Rating 
Scale Value 

"l" 

"211 

"3 11 

Dimension II--DEPENDABILITY 

Rating Scale 

Examples of Dependability 

- could be expected not to respond to a call for 
assistance on a crime in progress 

- could be expected to turn off his police ratio 
for awhile because he is tired of running from 
one minor complaint to another 

- could be expected to be suspended at least 
once in his first year because he consistently 
would not follow procedures 

- could be expected to occasionally fail to make 
court appearances when he is a key witness 

- could be expected to consistently miss important 
details in an assignment 

- could be expected to be late for roll call about 
half the time 

- could be expected to report radio trouble when 
dispatched to an unpleasant assignment 

- cou Id be expected to call in sick along with 
other officers to protest some working conditions 

- could be expected to be unpredictable in his 
court appearances 

- could be expected to be la te in submitting 
about half his reports 

- could be expected to need disciplinary action 
before reducing his lateness for assignments 

- could be expected to be out of service longer 
than necessary on routine calls 

- could be expected to get his reports in on time 
even if incomplete 

-29-



Rating 
Scale Value 

"411 

IISII 

Examples of Dependability 

- could be expected to do his share of paper work 
even though he thinks itl s boring stuff 

- could be expected to read a suspect his rights at the 
appropria te time 

- could be expected to turn in required paper work 
without being reminded 

- could be expected to have his weapon serv.iceable 
at all times 

- could be expected to be back in service 
quickly on routine calls 

- could be expected to remain awake and alert 
throughout ,a 12-hour. nighttil1w stako-out 
where there is no activity going on 

- could be expected to always be present and 
on time for scheduled court appearances 

- could be expected to be an officer that can 
always be counted on 

--30-
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I 
Scale Value 

Ill" 

I 
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Dimension III--INITIATIVE 

Ra ting Scale 

Examples of Initiative 

- could be expected to think he has learned all 
there is to know about police work and not seek 
any more training . 

- could be expected to not try to. learn anything new 
during in-service training programs 

- could be expected to refuse remedial training in 
an area of weakness if he doesn't get paid overtime 
for it 

- could be expected to just stand around during an 
investigation until he is told what to do 

- could be expected to be satisfied if he just barely 
qualifies on the firing range 

- could be expected to be satisfied being a patrol 
officer until he retires 

- could be expected to think all officers have about 
,the same chance of getting ahead no matter what 

they do 
- could be expected to sign up for voluntary training 

programs, but not complete very many of them 

- could be expected to volunteer for a parade 
- could be expected to take notes at roll call 

when relevant information is being presented 
- could be expected to participate in most 

voluntary in-service training 
- could be expected to read the latest bulletin 

before going on pa trol 
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Rating 
Scale Value 

"411 

liSt! 

Examples of Initiative 

- could be expected to volunteer for difficult 
assignments 

- could be expected to develop good I reliable 
"contacts" shortly after being assigned to a 
new beat 

- could be expected to work hard preparing for 
promotional opportunities 

- could be expected to spond extra time on his 
. own improving his skill at the firing range 

- could be expected to keep track of crime 
trends in other areas that might affect his 
own area 

- could be expected to request additional training 
in an area where he may be weuk 

- could be expected to actively look for an 
evaluation of his performance in order to improve 
his abilities as an officer 

- could be expected to maintain his own set of 
. departmental memos with notes and his own 
cross-reference system worked out 

-32-
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Rating 
Scale Value 

"1" 

"2" 

113 11 

"4" 

Dimension IV--SrrUATIONAL REASONING ABILITY 

Ra ting Scale 

Examples of Situational. Reasoning Ability 

- could be expected to shoot at a car containing 
bank robbery suspects and their hostages 

- could be expected to IIlose his cool" in a tight situation 
-could be expected to act first and think later in all situa tion~' 
- could be expected to think he has a solution before he even 

knows what the problem is 

- could be expected to seldom know which way to go if faced 
with a difficult situation 

- could be expected to take unnecessary risks 
- could be expected to not recogni2€ when a situation is 

deteriorating 

- could be expected to make correct decisions in simple 
situations I but generally "blow" the tough ones 

- could be expected to fail to recognize some obvious 
alternative courses of action in mClny situations 

- could be expected to make snap decisions when the 
situation does not require it 

- could be expected to have considerable difficulty in 
deciding what to do when facing a new situation 

- could be expected to stop and think things out when 
the situation requires fast action 

- could be expected to exercise reasonable caution when 
entering an unlighted warehouse at night 

- could be expected to know when a situation requires 
additional backup units 

- could be expected to change his approach to a situation 
if his first idea is not working 
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Scale Value 

'''5'' 

Examples of Situational Reasoning Ability 

- could be expected I when time permits I to carefully 
consider all alternatives before acting 

- could be Gxpccted to have almost no dUficulty in 
deciding what to do when facing a new situation 

- could be expected to generally take the correct 
course of action in a tough situation 

- could be expected to never fail to do the right thing 
in every situation 
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Ra.ting 
££ale Value 

"IJI 

"2" 

"3" 

"4" 

Dimension V--INTERPERSONAL SKILI. 

Ra ting Scale 

Examgles of Interpersonal ~k.iH. 

- could be expected to laugh at the p<wents of a child 
who is missing 

- could be expected to ignore information received from 
a fellow officer because that officer is a different race 

- could be expected to be discourteous and insulting to 
, other officers 
..: co~lp. be expected to verbally insult and/or strike at 

someone who calls him names 

- could be expected to be considered by other officers 
as a "real loser" 

- could be expected to tell a lost motorist that he is too 
busy fighting crime to give directions 

- could be expected to appear as a mean, tough cop to a 
group of school age children 

- could be expected to permanently end his friendship with 
a neighbor who accidently blows his cover while on a 
stake-out 

- could be expected to tell participants in a neighborhood 
dispute that he would arrest them all if he was called 
back again 

- could be expected to work better as a "loner" rather than 
with a partn~r 

- could be expected to ignore an angry citizen complaining 
about a speeding ticket that the officer issued two years 
ago 

- could be expected to ignore someone who insults h~m 
- could be expected to convince a hardened criminal 

that the officer is really his friend 
- could be expected to change his behavior as appropriate 

when dealing with individuals of a different ethnic 
background 

- could be expected to satisfy a complaining citizen that 
the police department ,is doing a good job 
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EXamples of .Interpersonal Skill 

- could be expected to be considered by olher officers 
as a "really fine person" 

- could be expected to issue a citation in a manner 
such that the violator would actually be grateful 
for receiving the ticket 

- could be expected to always be friendly and helpful 
- could be expected to cooperate fully with others in 

working on a team project 
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Rating 
Scale Value 

Ill" 

"2" 

113 11 
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Dimension VI--ORAL COMMUNICATION SKILL 

Rating Scale 

Examples of Oral Communication Skill 

- uses obscene language in conversation 
- speech is rambling or confused 
- has severe speech impediment (i. e., stuttering, 

stammering f etc.) 
- does not pay attention to others when they are 

speaking 
- appears to have difficulty understanding spoken 

English 

- speech is slurred 
- speech is difficult to understand because of severe 

accent 
- speaks too rapidly to be understood 
- stares at one place while speaking 
- volume of speech is so low that it is difficult to p~;>r 
- speaks in voice that is abnormally loud; appears to 

be shouting 

- appears to respond to some questions with a "canned" 
or memorized speech 

- nasal voice; talks through nose 
- uses colorful or flowery language 
- uses lots of "big" words in speaking to others 

- does not struggle to make self understood 
- is very familiar with "street lingo" 
- has a pleasant voice 

~ waits for others to finish before starting to talk 
- speaks slowly and distinctly 
- has clear I strong voice 
- verbal presentation is logical 
- answers to questions are brief but thorough 
- maintains good "eye contact" when speaking or 

listening 
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XIII. CRITERIA FOR FAILURE 

The decision to fail a candidate in the employment interview should be based 

upon a standardized set of evaluation criteria which are understood by all interviewers. 

There are three specific circumstances which justify a decision by the intf;lrview 

panel to fail a candidate for employment as an entry-level police officer: 

1. When compelling negative evidence is discovered bearing upon 
a particular interview dimension. 

2. When two or more dimensions are rated 2.0 or below. 

3. When anyone dimension is rated 2.0 or below and none of the 
remaining ratings exceed~ 

It should be remembered that members of the interview panel are afforded the 

opportunity to reach agreement on ratings which are highly discrepant. If there 

is compelling negative evidence on a single interview dimension and all interviewers 

agree I then the panel is justified in failing the candidate I and thereby removing 

him from further consideration for employment. Should this occur f it is especially 

important to document fully on the Interview Summary Form the reasons for this 

action. 

When candidates are rated 2.0 or below on two or more dimensions I the 

decis ion to fail is also jus tified . The criterion of 2, 0 fit should be noted I refers 

to the final average rating on a particular dimension, reflecting the average rating 

of all panel members. Similarly, when anyone dimension is rated 2.0 (average) 

or below and none of the remaining ratings exceed an average of 3.0, failure of the 

candidate is warranted. These criteria for failure provide an important safeguard 

against the employment of candidates whose set of skills are critically deficient 

or I at best, marginal. 
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