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INTRODUCTIDN 

The informa tion con ta ined in this manual will serve a s a guide for panel members 

interviewing candidates for the position of entry-level police officer. 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 is essentially a "structured" 

interview. A It structured II interview requires that the interview panel adhere to the 

same general forma t with all candidates. However, it is not necessary to strictly 

limit the interview to the question areas suggested in this manual. In many 

situations, it will be necessary to ask additional, clarifying questions in order 

to develop sufficient information about the applicant's qualifications. Such 

clarification is not only appropriate, it may be essential to the~reliable rating 

of the candida te. However, panel members should avoid a sking questions tha t 

are irrelevant or not directly rela ted to the job requirements. 

It is also expected that interviewers will be familiar with and adhere to the 

"Pre-Employment Inquiry Guide" published by the Washington State Human 

Rights Commission {See WAC 162-12}. 

Panel members will be required to become thoroughly familiar with this manual 

'and with the interview content before beginning the oral examinations. Any 

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

should be' thorol).ghly discussed with the other panel members in order to ensure 

a common understanding. 
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There are two varia tions of the recommended 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 inves tiga tion 

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

Evidence Organizer which is described in the Background Investigation 

Manual. 

2. Interview Occurs Before Background Investigation 

In departments which interview before the background investigation 

has been completed, the basis of the employment interview is either 

the Personal History Statement, which is also described in the' 

Background Investigation Manual, or a similarly detailed employment 

application. 

Vihile greater depth of information is available. to the interviewer for the' first 

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

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

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

interview. 
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• Facts unclear 
• Not detailed 
• Superficial 
• Conflicting 

.' Candidates with 
critical deficiencies 
are rejected 

1. INTERVIEW FLOW CHART 

Background 
Informa tion 

Required Personal 
Characteristics from 

Job Analysis 

Follow-up 
is required 

Indicate which 
facts require 
follow-up 

Supplement or 
clarify facts 
early in the 
employment 
interview 

" 

'-(----
Complete Interview 

Ra ting Sca Ie s 

-.Jy 

Information is 
sufficient to 
make an evalu­
ation of candidate 

I Documentation 

< 

Complete remainder of 
Interview: 

• Hypothetical 
questions 

• Communica tion 
skills 

• Appearance 

Interview results are 
combined with test scores to 

form eligibility list 
-3-
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I. 

II. INTERVIEW DIMENSIONS 

Through job analysis, a number of personal characteristics were determined 

to be essential for the successful performance of the police officer's job. 

Some of these personal characteristics are evaluted by written examinations, 

a physical performance test, and by the background investigation. The 

following characteristics are to be evaluated by the oral interview panel 

and are referred to as "Interview Dimensions 11: 

A. APPEARANCE The 'appearance of a candida te is evaluated based on 
the extent to which the 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 

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

C. INITIATIVE 

- report for duty on time 
- not rna linger on ca'lls 
- 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, might be expected to: 

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

his assignments rc ther than merely "putting in his 
time" 

- care about his competence c.s a law enforcement 
officer and want to improve his skills 

-4-
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D. SITUATIONAL 
REASONING 
ABILITY 

E. INTERPERSONAL 
SKILL 

- see himself as being responsible for learning the job 
and staying abreas t of new developments :in his 
occupa tiona 1 field 

- proceed on as sign men ts without wa iting to be told 
what to do 

- recognize his own deficiencies and strive to correct 
them 

The situational reasoning ability 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 t identify the importan~ 
elements and make a logical.decision without undue 
delay 

- accurately assess the potential consequences of 
alternative 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 persons and property from harm 

- be able to reach a decision quickly when faced with 
several alternative courses of action' 

The interpersonal skill of a candidate is evaluated based 
on the extent to which the individual, as a law enforcement 
officer, migh t be expected to: 

- unders tand 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 circums tances 
without arousing antagonism 

- be effective in persuading and influencing others to 
bc.!have in an alternative manner 

- resolve domestic and other interpersonal conflicts 
through persuasion and negotiation rather than force 

- be assertive in appropriate circumstances 
- work effectively as a member of a team when required 

to do so 
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F. ORAL COMMUNI- The oral communication skill of a candidate is e.valuated 
CATION SKILL based on the extent to which the individual, as a law 

enforcement officer, might be expected to: 

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

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

- speak clearly over police radios and other electronic 
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 
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III. PRE-INTERVIEW ACTIVITIES 

REVIEW OF EVIDENCE 
ORGANIZER OR PERSONAL 
HISTORY STATEMENT 

RELl:\TE THE FACTS TO 
THE INTERVIEW 
DIMENSIONS 

THE INTERVIl:."W GUIDE 
SHOWS YOU WHAT TO 
LOOK FOR 

THE INTERVIEW SUM MARY 
FORM DOCUMENTS THE 
EVIDENCE 

DECIDE IF THE EVIDENCE 
IS SUFFICIENT 

INDICATE WHAT REQUIRES 
FOLLOW-UP 

SIGNIFICANT FACTS 
SHOULD BE DOCUMENTED 

CHECK MARK DEN OTES 
THAT INFORMATION IS 
SUFFICIENT 

NO CHECK MARK MEANS 
FOLLOW-UP IS REQUIRED 

, 

Prior to the interview I the interviewer reviews the 
Evidence Organizer (interview following background 
investigation) or the Personal History Statement 
(interview .preceding background investigation). 

Interviewer reviews the Evidence Organizer or 
Personal History Statement 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, 
the Interview Guide assists the interviewer in deciding 
what types of information are relevant. 

The interviewer records pertinent factual data from 
the appropriate source document on the Interview 
Summary Form. This form is organized in such a 
way as to permit all of the information relevant 
to a particular dimension to be summarized in one 
place. 

If the factual information relating to sor . ..: interview 
dimensions is ambiguous I unclear., incomplete, 
contradictory, or not sufficiently detailed, follow­
!!2. in the interview is requirecr:" . 

In the space provided on the Interview Summary Form, 
the interviewer writes some brief notes indicating 
wha t follow-up inform a tion should be acquired. 

If the factual information is sufficient, any significanl 
data should be summarized briefly in the space 
provided for each background factor. 

When the factual information from the background 
informa tion "speaks for itselfll the interviewer 
checks the box provided to indica te tha t follow-up 
is not needed. 

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

This dimension requires the interviewer to seck out 
evidence indicating: 

1. Willingness of others to plnce their confidenc(l in 
the candidate's ability 

2. Candidate's success or failure in honoring obli· 
gations 

Background 
F~ctor 

WORK 
HISTORY 

UNEMPLOY. 
MENT 
RECORD 

MILITARY 
RECORD 

EDUCA· 
TIONAL 
HISTORY 

What to look for 

· Degree of responsibility 
• Growth in re5("lonsibiliw 
• Recognition by employers/super· 

visors 
• Raises/promotions 
• {'.'1uior uccom("llishments 
• Reprimands/disciplinary mea· 

sures 
.. At\cnd:mce/l<ltcncss 
• Work quality 
• Reasons for leaving jobs 
• Emplovers/supervisor satisfied 

• NUmber of jobs In recent years 
• Times unemployed 
· Length of unemployment 
• Use of time when unemployed 
• Rcnsons for unenlploymcnt 

• Job responsibilities 
• Promotions 
• Mcdols/nWilrds 
· Reprimands/disciplinary meo­

sures 
• Convictions 

• Academic accomplishments/prob. 
lems 

• Awnrds 
• School clubs or activities 
• Elective office 
• Positions of trust 
• Disciplinary problems 

FINANCIAL 
HISTORY 

EMOTIONAL 
PROBLEMS 
OR USE OF 
ALCOHOL 

GRO\,JPS 
ASSOCIA· 
TIONS AND 
CLlj[JS 

INTERVIEW GUIDE 
for 

POLICE OFFICER 

• FnilL\n:l to rapay debts 
· Exces:;i'.:e indebtedness 
• Good or poor reasons for indebt· 

ness 
· Extent of current obligations 
• Was bud faith shown? 

• Hos problem ev(n hindered condi· 
dntr.'s performance in job, school, 
military, etc.? 

• Recency of problem 
• Severity of problem 
• Extenuating circumstances 

• Notum of responsibilities 
• Position of trust? 
· Candidate's reputation 
• Groups reputation in community 
• Major accompl:.hmcnts 

INTERPERSONAL SKILLS 

This dimension requires tho interviewer to seek out evi· 
dence of tho condidow's: 

1. Ability to deal effectively and positively wi th 
others 

2. Interest in working with people 
3. Desire to be of service to others 
4. F(lirnc5s in deoling with all segm(lnts of society 

Background 
Foetor 

WORK 
HISTORY 

EDUCA· 
TIONAL 
HISTORY 

What to took for 

• Relations with co·workers . 
• Attitude of employers/supervisors 
· Team orientation 

.• Responsible use of authority 
• Leadership exp~riences 
• Sensitivity to other's feelings 
, Problems in dealing with authority. 
; Reason for job changes reloted to 

people? 
• Reprimands/disciplinary actions 

• Relationship with teochc:rs/students 
• Activities requiring work with 

others 
, Leadl!fship experhmco 
• Sports or other team activities 
· Discipline problems 

CRIMINAL 
RECORD 

EMOTIONAL 
PROBLEMS 

GROUPS, 
ASSOCII~' 

TIONS, AND 
CLUBS 

GENERAL 
REPUTATION 

• Nature of criminal oct 
• Involve inability to get olong with 

others? 

• Problem behavior directed at self or 
others 

· Have problems resulted in anti· 
~oci;J1 behuvior? 

• Would problems aifect use of 
authority? 

• Reeency/sl!verity of problem 

· Purpose of group ~ people ori· 
ented? 

• Relationship with group members 
• Positions of trust 
• Elective office 
• Delliing with others required? How? 

• Number of friends/associates 
· Contnct with other ethnic groups? 
• Rncial attitude 

INITIATIVE 

This dimension requires the interviewer to seek out evi. 
dence of the candidate's; 

1. Willingness to improve his own skills nnd know-
ledge 

2. Desire to improve his own performance level 
3. Motivation to do marc than the minimum required 
4. Interust in finding improved ways for doing 0 job 

or task 

Bockground 
Factor 

WORK 
HISTORY 

What to look for 

• Efforts to Improve job skills 
• Effl)rts to improve methoqs/pro. 

ced\Jres 
: Recognition by employer/supervi. 

sor for i'nitiotive 
• Doing more than the lob required 
• Desire to assum'.l increased respon. 

sibilitles (promotion) 

H""'''''--'''-~''''~:~''\I'e:~.'':'!'''f!1'~'''~''''''''''~~''''''''~~'''~"'' ~., .. to ~"'."-""'''''''''''Jr~~_:~''''''T:'~~.~'''',,~.!.~M;'.t: t.LI" :.",."_,,, .. ;;:;: 
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MILITARY 
RECORD 

EDUCA­
TIONAL 
HISTORY 

Interest in training/acquiring new 
skills 

• D()sire to tJek meaningful work 
• Uottor woys to do a job or tosk 
• Doing more than the bore minimum 

Educational ,ticcomplishments 
• Personal sacrifice to obtain educa· 

tion 
• Extracurricular activities 
• Failure to complete courses/ 

schooling - Why? 
• Low grades due to failure to pre­

pare properly 

SITUATIONAL REASONING AGILITY 

This dimension requires the interviewer to seck out evi­
dence of the candid:Jte's: 

1. Ability to usc good judgment 
2. Sense of priorities 
3. AbilitY to take decisive oction when required 
4. Ability to analyze a situation and draw valid con­

clusions 

I. Consider any permissible bockground informotion 
which minht help in evaluating the candidate's situa· 
tional reasoning ability. 

II. Hypotheticol Sitllations - Consider the followinn 
questions when evoluating an applicl:mt's response 
to a hypothetical Situation. 

Was the c:lndidate's ruaction logical or impulsive? 
Full ronge of factors considered .9Q.!.Qrg action was 
taken 
I'Vas thpre an accurate assessment of the ~'. 
~ of candidate's decision? 
Appropriate use of authoritY? 
Appropriate degree of regard shown for safety of 
officer and public? 
Were the dicisions realistic? 
Were human needs properly considl:red? 
Were publie relqtions aspects properly considered? 
Was minimum force used? 
Did candidate's rcaction go beyond what was justi­
fied? Did it go far enough? 
Wns candidate's response cloor or confused? 
Wns net ion tnken deciSiVely? 
Was candidate reluctant to toke the proper Dction 
because of attitudes towards usc of force or wea­
pons? 

Were potential problems properly prioritized? 
'Were good questions asked or was cOlldidate 
stalling? 
Did candidate attempt to "duck" tho problem? 
Was caution used? 
Wus thero ,my effort to usc persuasion? 
Would the action have succeeded? 

ORAL COMMUNICATION SKILL 

This dimension requires the interviewer to seek out evi· 
dence of the candidate's: 

1. Clority.of speech 
2. Ability to make self understood 
3. Ability to communicate to all poople 
4. Rosponsiveness to questions asked 

Clear and to the point? 
Proper usc of grammer, vocabulary, etc.? 
Loud enough to be heard? 

; Does candidote listen well? 
Do answers respond to questions? 
Able to make sclf understood to people of dlf· 
ferent backgrounds? 
Serious impediments or defects in speech? 
Answers well organized? 

APPEARANCE 

This dimension requires the interviewer to make a judg­
ment based on observation of candidate using the stan­
dards of: 

1. Cleanliness 
2. Grooming 

. 3. Posture and bearing 

Unless all of the following guidlincs ore met, the appli­
cant's appearance shOUld be considered acc'eptable: 

The condidate's current appearance in the inter­
view is unacceptable, AND 
The candidate'S unacceptoble appearance Is not 
due to some temporary, extenuating circumstance, 
AND 
The judgment is not bosed on some medicol factor 
which con better be evaluated by a physician (e,g. 
obesity, malnutrition, physical handicaps,. etc.) 
AND 
The candidate Is unwilling to modify his appear­
ance to conform to n::asonnble departmental stan­
dards. 

NOTES: 
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INTERVIEW SUMMARY FORM 
for 

POLICE OFFICER 

Name of Candidate ___________________________ _ 

Rater Date ------------

A. APPEARANCE: D Pass 

0 Fail 

(circle one) 
DFail B. DEPENDABILITY: 5 4 3 2 1 

C. INITIATIVE: 5 4 3 2 1 DFail 

D. SITUATIONA'. REASONING 
DFaH ABILITY: 5 4 3 2 r~ ~ 

E. INTERPERSONAL SKI LL: 5 4 3 2 1 DFail 

F. ORAL COMMUNICATION 
DFai, 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 form. Check each one 
only when you are fully satisfied with the quantity/quality of the information ob· 
tained. Be sure to provide enough documentation to justify your ratings on each 
dimension. Attach additional pages if required. 

-9-
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DEPENDABI L1TY INITIATIVE 

.- -
D WORK HISTORY D WORK HISTORY 

I 
I 

, 
I 
r 

1 
D UNEMPLOYMENT RECORD t c' . } , 

. 
D MILITARY RECORD 

I 0 ,VlILlTARY RECORD 

D EDUCATIONAL HISTORY 

I 
~. < 

D EDUCA1IONAL HISTORY ! , 
I 
I 
! 

INTERVIEW NOTES 

'. 

D FINANCIAL HISTORY 

. ..-.-~-
, 

o GROUPS, ASSOCIATIONS, & CLUBS 

ORAL COMMUNICATION SKILL 

Describe any significant factors which have influenced you: 

D EMOTIONAL PROBLEMS/ALCOHOL USE rating of the candidate's ability to communicate. 

. 

" 

INTERViEW NOTES 

• · 

. · . 

-10-
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SITUATIONAL REASONING ABILITY INTERPERSONAL SKILLS 

0 BACKGROUND INFORMATION 0 WORK HISTORY . 

INTERVIEW NOTES D EDUCATIONAL HISTORY 

o CRIMINAL RECORD 

HYPOTHETICAL QUESTIONS 
No.1 D EMOTIONAL PROBLEMS 

No.2 . 

No.3 
D GROUPS, ASSOCIATIONS, & CLUBS 

-

No.4 

n GENERAL REPUTATION 
L-I 

No.5 

.-
APPEARANCE INTERVIEW NOTES . 

If you have failed the applicant on this dimension, describe all 
facton' that you considered. 

-.11 -
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VI. EXAMPLE OF PRE-INTERVIEW WORK 

This section illus trates the pre-interview work for a hypothetical candida te. 

Assume that an Evidence Organizer has been completed by the background 

investigator. The Interview Summary Form for this candidate has been completed 

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

report. The Interview Summary Form has been completed through the point of . 

the pre-interview stage only. Please note how follow-up question areas have 

been indicated. Also, note the brief summaries of relevant and significant 

background evidence. This example illustrates how the pre-interview note­

taking should be done. The Interview Summary Form, at this stage, does not 

include information which is based on the actual interview, but only that which 

an interviewer would be expected to review prior to the interview. Where the 

Personal History Statement is used as the basis of the interview, (Le., no 

background investigation prior to interview) the same general procedure should 

be used. 

-12-
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INTERVIEW SUMMARY FORM 
for 

POLICE OFFICER 

Name of Candidate __ -=G::..:e..~o::..:!t~g~e..---=-L.::a..:.:((1~~..:o..:.:n=--_________________ _ 

Lt. W.LtLi.am PipeJl. D t 8/.18/77 Rater ________________ ~ __________________ a e ____________________ ___ 

A. APPEARANCE: 0 Pass 

D Fail 

(circle one) 
DFail B.OE':PENDABILlTY: 5 4 3 2 1 

C. INITIATIVE: 5 4 3 2 1 DFail 

D. SITUATIONAL REASONING o Fail ABILITY: 5 4 3 2 1 : 

E. INTERPERSONAL SKI LL: 5 4 3 2 1 o Fail 

F. ORAL COMMUNICATION 
DFail SKILL 5 4 3 2 1 

Instruc1ions: For each dimension, several background areas (e.g. work history, military record, 
financial history, etc.) are listed on the following pages of this form. Check each one 
only when you are fully satisfied with the quantity/quality of the information ob­
tained. Be sure to provide enough documentation to justify your ratings on each 
dimension. Attach addItional pages if required . 

-13-
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·==============~D~E~PE~N~D~A~B~I~L~IT~Y==~==========~================I=N=IT~I=A=T=IV=E================ 

q WORK HISTORY CD Pll.omo.ted .to []j WORK HISTORY 
Ri6t ~Upell.Vi4oll. at A & P in 3 

yeall.4 (u4ually take.4 6-8 yeall.41. Eall.ly pll.omotion. Pell.noll.mance 
Top pell.6oll.mance ll.ating4 achieved aWall.d4. 
1972-1976. Pa4t empioyell.4 highly 
co m piim e.n.tall. tf 9 UNEMPLOYMENT RECORD 

N/A 

G21 MILITARY RECORD 

Hononably di4changed nll.om Navy 
4/7/69. Senved in Viet Nam 6oll. 
one yeall. (1968-69). 

o EDUCATIONAL HISTORY 

(j) 
Gll.aduated in uppell. quall.tell. 06 
cla44 in Buena Vi4ta High School. 
Night cla44 e4 at Hi.e.l4daie Com­
munity College. 

D FINANCIAL HISTORY CD 
Gall.ni4hment 06 wage4 1970--litiga­
~ed in hl4 6avoll.. 

0' GROUPS, ASSOCIATIONS, & CLUBS 

Vice-Pll.e4ident Rotall.Y Club (1976). 

o MILITARY RECORD 

o EDUCATIONAL HISTORY 

Community college. 

INTERVIEW NOTES 

1. What WelLe. hl4 ll.e4 po n4lb-LlLt-Le.4 ? 
2. Type. 06 COUIl.4e.WOIl.R. 

Big BIl.othell.4 nOll. laot 7-8 yeall.o. F===========~======================== 
Boy Scout4. ORAL COMMUNICATION SKILL 

0' EMOTIONAL PROBLEMS/ALCOHOL USE 

Non-dll.inkell. 

INTERVIEW NOTES 

1. Reaoong nOll. wanting job change? 
When pftomote.d? 

'l.. How many uHit4 co mpie.ted? 1 n 
what. gftade4? 

3. CUIl.Il.e.nt obiigatlon6? 

-14- I 

Describe any significant factors which have influenced yoU! 
rating of the candidate's ability to communicate. 



SITUATIONAL REASONING ABILITY 

D BACKGROUND INFORMATION CD 
V~¢a~med a peft~on in mentai 
d~~~~e¢~. U~ed pe~~ua~~on to get 
gun away; ¢ubdued him without 
a~¢i¢tance. 

INTERVIEW NOTES 

1. Mliitafty expeftience~ 

HYPOTHETICAL QUESTIONS 
No.1 

No.2 

No.3 

No.4 

No.5 

INTERPERSONAL SKILLS 

0' WORK HISTORY (j) 
Ha~ had no peft¢onai p~obiem¢ w~th 
otheft wo~~eft~/~upeftvi~oft~. Seem~ 
to be wei! ftega~ded. Ve~cftlbed by 
Plant Mal1ageft a¢ "a model employee". 

G2f EDUCATIONAL HISTORY 

Footbail team in high ¢chooi (2 year 
Repoftteft nOft ¢chool new¢papeft. 

0' CRIMI~AL RECORD 

N/A 

[vi EMOTIONAL PROBLEMS 

N/A 

I.EJ GROUPS, AssociATIONs, & CLUBS CD 
Big Bftotheft¢ and Boy Scout activitie 
Show~ ¢tftong intefte~t ~n woft~ing 
wi.~h young peo pie. 

D GENERAL REPUTATION 

Neighboft~ wefte po~~tive. Ve¢cftibed 
him a¢ 1/ dec.e.nt guy". 

========A~PP;::;E;;;:A=R=A=N=C;;;;E========={ I NTERVI EW NOTeS 

If you have failed the applicant on this dimension, describe all 
factors that you considered. 

-15-
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VII. INTERVIEW OBJECTIVES 

COMPLETE THE 
FOLLOW-UP FIRST 

LESS PRE-WORK REQUIRES 
MORE INTERVIEW TIME 

INTERVIEW SUMMARY 
FORM IS COMPLETED 
DURING INTERVIEW 

THE INTERVIEW SUMMARY 
FORM WILL BECOME A 
PERMANENT RECORD 

DON'T BE DISTRACTED BY 
NOTE-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 QUESTIONS 
TOO 

The interviewer should begin by covering all the 
points which have not been check-marked. 

The 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 therefore increased. 

During the interview I relevan t informa tion 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 interviewer's ratings. 

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

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

While the notes need not be detailed, they 
should describe the candidate's background. 
Avoid evaluations at this point. 

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

When the interviewer has gotten the information 
required to evalua te the candida te, then the . 
candidate ought to be given a few minutes to 
ask the interviewer about the requirements of 
the job or about other matters on his or her mind •. 

~16-



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 neighborhood youths ~ As Officer Roberts steps out of his car, 
he notices a young girl, approximately 17 years old, with a "Molotov 
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 her arm 
cocked and is about to thr.ow 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 accident scene, he calls for an ambulance and a backup 
unit for the purpose of controlling traffic. The officer approaches on foot. The 
vehicle which was more seriously damaged contains a young woman and child I 
both of whom have been injured severely and are covered with blood. vVhile 
qbserving the accident victims, 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 apprehension. What action should the 
officer take? 

4. On a Sunday afternoon I Officer Michaels was driving east on a four lane street 
in very light traffic. About two blocks ahead, he observed a small foreign 
sports car exit a liquor store parking lot at about IS m. 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 vehicle to investigate / 
he finds the driver, who is dressed 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? 
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4-A Suppose the officer in the above situation decides to take the driver into 
custody. He removes him from the car, searches and handcuffs him and 
then places him in the rear of the patrol car for transportalion 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, "Officer, 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-in-law! " 
How should the officer respond to this situation? 

4-B Suppose that in the above situation, Officer Michaels explains that 
Mr. Hays' son-in-law is under arrest for drunk driving and 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, they 
would not have let him. But, apparently the party was running short of 
liquor and the suspect wanted everyone to have a good time on his wedding 
day. Mr. Hays, who appears to be a responsible individual, offers to 
take custody of the suspect, keep his car keys, see that he does not have 
any m'ore 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 brice, still dressed in her wedding 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! It How should the officer respond 
to this new development? 



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. 
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INTERVIEW SUMMARY FORM 
for 

POLICE OFFICER 

T Ito maf.J H LtYl.t. Name of Candidate _____________________________ _ 

Lt.. F~ed SaYl.gf.Jt.e~ 6/4/76 Rater _______________________ Date __ ~ ________ __ 

A. APPEARANCE: IZf Pass 

D Fail 

(circle one) 
DFail B. DEPENDABI LlTY: 5 4 3 2 Q) 

C. INITIATIVE: 5 4 @ 2 1 DFail 

D. SITUATIONAL REASONING 
G) DFail ABILITY: 5 4 3 1 

E. INTERPERSONAL SKI LL: 5 4 Q) 2 1 DFail· 

F. ORAL COMMUNICATION o Fail SKILL 5 0) 3 2 1 

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

rv1 WORK HISTORY (j) Sa.n:ta. Fe. Ra.il- WORK HISTORY 
~0a.~970-1972. Te.4mina.:te.d due. :to 
e.xce.~~ive. la.:te.ne.~~. Th4e.e. di~ciplina.~y No ~igni6ica.n:t 6a.c:t~ 
da.y~ 066 a.t Acme. Powe.~ (1974). Sle.e.p-
ing on job due. :to d4inking p~oble.m--

but&" not dh;"" "O!ll 
UNEMPLOYMENT RECORD 

Six we.e.k~ in 1972. Ele.ve.n we.e.k~ in 
1973. Co n:tinuo u~ ly e.mplo ye.d ~ince. 1974 MI LlTARY RECORD 

I 
Mili:ta.~y e.x.pe.~ie.nce. ju~:t 60ult mon:th~. 
Too bltie.6 ;to indica.:te. ini:tia.:tive.. 

~ MILITARY RECORD 
Ma.It,c..;l.e.~ 1969-1970. Me.dic..a.l di~c..ha.ltge.-- I--~~ ________________ _ 

a.lle.Jtg.{.e.~ 

EDUCATIONAL HISTORY (2) 
Ra.nc.. 0 Ve.ltde. High School 19i9. Ave.lta.ge. 

EDUCATIONAL HISTORY 

C a.ve.~age. in high ~chool. 
in c..olle.g e.. 

No in:te.~e.. 

~:tude.n;t. No di~c..ipline. pltoble.m~. No ~---------------------------------------
ac;tivi:tie.~. INTERVIEW NOTES 

. FINANCIAL HISTORY (l) . 
Che.c.. ~ng·a.cc..oun:t ove.ltdlta.wn 3 ;time.~ in 
la.~;t ye.a.Jt. Cla.im~ ;tha.;t pa.yc..he.c..k~ 6ltom 
e.mploye.1t (land~c..ape.lt) ha.ve. be.e.n la;te.. 
No majoll. de.b:t~. 

\t GROUPS, ASSOCIATIONS, & CLUBS 

None. 

EMOTIONAL PROBLEMS/ALCOHOL USE (!) 
Some. dll.inking pll.oble.m~ in 1974. Ha~ 
no:t had a dltink in :two ye.a.Il.~. ,Alcoholr 
ic...6 Anonymou.6. 

INTERVIEW NOTES 
i. Re.a60n.6 6011. di.6c..iplinalty ac..:tion~ 

uncle.all.. 
2. Accompli6hme.n:t6? Pltoble.m6? 

Ar.;tivi:tie.~ ? 
3. Re.a.~on.6 601l. ove.ltdll.awing a.ccoun:t? 

PJte.6e.n:t obliga:tion~? 
4. Vi6CU66 dltinking pltoble.m 
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ORAL COMMUNIGATION SKILL 

Describe any significant factors which have influenced you, 
rating of the candill::te's ability to communicate. 

Ve.lty a.1t:tic..ula:te.. Spe.ak~ .6imply, bat 
make.~ him.6e.l6 unde.Il..6:tood ve.Jty we.ll. 
Good choic..e. 06 voc..abulall.y. , 



, . 
SITUATIONAL REASONING ABILITY 

[Z] BACKGROUND INFORMATION 

H1...6 lac.k. 00 judgme.n.t abou.t ove.Jz.dJz.aw1..ng 
c.he.c.king ac.c.oun.t. should have. .take.n 
.6.te.p.6' .to C.OJ1.Jz.e.c..t pJz.O ble.m. 

INTERVI EW NOTES 

Candlda.te. .6eeme.d c.on6u.6e.d a.t .t1..me..6, and 
h1...6 an.6we.Jz..6 we.Jz.e unc.e.Jz..ta1..n. He 
evaded .6ome 06 .the. 1...6.6ue.6 and wa.6 .6low 
1..n Jz.e.6pond1..ng. An.6we.Jz..6 #1 and #5 
don'.t he.lp .to .6olve. .the. pJz.ob.te.m a.t 
hand. Re.a.6on1..ng ooJz. an.6we.Jz..6 wa.6 un-
c.leaJz.. 

HYPOTHETICAL QUESTIONS 

No.1 Radio ooJz. a.6 .61...6.tanc.e. 

No.2 En.te/t .the. baJz. and U.6 e. wha.teveJz. 
6 0 Jz. c. e 1...6 n e. c. e..6.6 aJz.y • 

No.3 AJz.Jz.e..6.t .the. boy and adv1...6e .the. 
glJz.l .tha.t .6he. .6hould .6ee a 
lawyeJz. oOJz. he.lp. 

No.4 

No.5 

A.t.te.nd .to .the. ac.c.1..den.t v1..c..t1..m 
61..Jz..6.t • 

FiJz.e a wann1..ng .6ho.t. 

INTERPERSONAL SKI LLS 

o WORK HISTORYQ) 

G EDUCATIONAL HISTORY 

No .61..gn1..61..c.an.t eV1..denc.~ 

L 

(2) CRIMINAL RECORD 

N/A 

IlZ1 EMOTIONAL PROBLEMS 

N/A 

o GROUPS, ASSOCIATIONS, & CLUBS 

None.. 

[2] GENERAL REPUTATION 

FJz.1..e.nd.6 all oe.e.l·.tha.t he de..6eJz.ve.6 
a c.hanc.e.. We.ll l1..k.ed, populaJz. 
w1...th ne.1..ghboJz..6. 

========A=P=P=EA=.R=A=N=C=,=E========9 I NTERVI EW NOTES 

If you have failed the applicant on this dimension, describe all 
factors that you considered. 

NONE 
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x. RATING PROCEDURE OBJECTIVES 

THE CANDIDATE IS 
,RATED ON THE SIX 
INTERVIEW DIMENSIONS 

"APP.EAFANCE" IS RATED 
AS A PASS-FAIL FACTOR 

ALL arHER FACTORS ARE 
RATED USING THE FIVE­
POINT SCALES 

THE RATING SCALES 
CONTAIN EXAMPLES OF 
EXPECTED BEHAVIORS 

II ORAL COMMUNICATION 
SKILLS" ARE ASSESSED FROM 
THE INTERVIEW 

THE OTHER INTERVIEW 
DIMENSIONS 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 VVHEN THERE 
IS LITTLE FACTUAL EVIDENCE 

EXTREME RATINGS REQUIR}:: 
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 II is rated as 
pass-fail based upon observation and using 
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 significan t evidence 
available pertaining to the dimension. 

The extreme ratings of one or five should 
be given only when strong positive or negative 
evidence of the candidate's ability hRs been 
obtained. 

-23-



" 

XI.. THE RATING SCALES 

Each candidate will be rated on the following scales of "III (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 provide 

positive 2 .. 1d negative examples of behaviors that might be expected of a 

candida te if selected a s a pa trol officer. The candida te sh ould be ra ted in 

accordance with the scales for each dimension. 

The dimension of "Appearance" is not rated using any of the following scales t 

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

Guide. 
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DIMENSION B--DEPENDABILITY 

liS" OUTSTANDING 

+ Could be expected to always be present and on time for 
scheduled court appearances 

+ Could }')e expected to be back in service quickly on routine calls 

+ Could be expected to remain awake and alert throughout a 12-hour 
nighttime stakeout where there is no activity 

+ Could be expected to turn in required paperwork without being 
reminded 

+ Could be expected to do his share of the paperwork even though 
he thinks it's boring stuff 

"4" ABOVE AVERAGE 

113 11 AVERAGE 

"21t BELOW AVERAGE ----
"1" MARGINAL 

'''PaU" UNACCEPTABLE 

_ Could be expected to occasionally fail to make court appearances 
even when he is a key witnes s 

_ Could be expected to consistently use the maximum sick time 
. allowed every ye ar 

_ Could be expected to be out of service longer than necessary 
on routine calls 

_ Could be expected to require disciplinary action before reducing 
tardiness 

_ Could be expected to frequently be late in submitting reports 
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"5" 

R ~'II_R G S C .h..1 E 

DIMENSION C--INITIATIVE 

OUTSTANDING 

+ Could be expected to carefully study maps so he doesn It 
get' lost when assigned a new area to patrol 

+ Could be expected to read the la tes t bulletins before going 
on patrol 

+ Could be expected to actively look for an evalua tion of his 
performance in order to improve his abilities as an officer 

+ Coul'i be expected to spend extra time on his own improving 
his skill at the firing range 

+ Could be expected to participate in most voluntary in-service 
training programs 

"4" ABOVE AVERAGE 

"3" AVERAGE 

"2" BELOW AVERAGE 

"1" MARGINAL 

"Fail" UNACCEPTABLE 

- Could be expected to issue a lot fewer citations in bad weather 
than in good weather 

- Could be expected to not work overtime unless ordered to do so 

- Could be expected t.o just put in his time and that's all 

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

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

DIMENSION D-- SITUATIONAL REASONING ABILITY 

liS" OUTSTANDING 

+ Could be expected to stay at the scene of a hit-and-run 
and administer first aid I rather than attempting to pursue a 
possible suspect 

+ Could be expected to generally take the correct course of 
action in a tough situation 

+ Could be expected to analyze a new situation logically 
before acting 

+ Could be expected to change his approach to a situation if 
his first idea isn't working 

+ Could be expected I when time permits I to carefully consider 
all alternatives before acting 

"4"' ABOVE AVERAGE 

"3" AVERAGE 

"2, ,. BE LOW A VERA GE 

"1" MARGINAL 

"Fail" UNACCEPTABLE 

- Could be expected to take unnecessary risks 

- Could be expected to seldom kriow what to do if faced with a 
difficult decision 

- Could be expected to have considerable difflculty in deciding 
what to do when facing a new situa tion 

- Could be expected to fail to recognize some obvious alterna tive 
courses of action in many situations 

- Could be expected to act first and think later in most situations 
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DIMENSION E--INTERPERSONAL SKILLS 

115 11 OUTSTANDING 

11411 

113 II' 

11211 

"111 

''Fail'' 

+ Could be expected to gain the respect of juvenile gang members 

+ Could be expected to convince an obviously distraught victim 
that the danger is past and the officer has the situation under control 

+ Could be expected to coopera te fully with others in working on a 
team project 

+ Could be expected to deal diplomatically with two netghbors 
arguing about property rights 

+ Could be expected to satisfy a complaining citizen that the 
police department is doing a good job 

ABOVE AVERAGE 

AVERAGE 

BELOW AVERAGE 
. ..--......... ...-

MARGINAL 

UNAC CEPTABLE 

- Could be expected to issue a citation in a manner such that 
the violator would be likely to file a complaint alleging police 
harassment 

- Could be expected to have trouble getting along with his partner, 
even after several changes in personnel assignments 

- Could be expected to change his behavior inappropriately when 
dealing with persons of a different ethnic background 

- Could be expected to be discourteous and insulting to other officers 

- Could be expected to act as a mean I tougn cop to a group of school­
age children 
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DIMENSION F--ORAL COMMUNICATION SKILL 

, 115" OUTSTANDING 

+ Ha s clear I strong voice .. 
+ Verbal presentation is logical 

+ Spea ks slowly and distinctly 

+ Speaks with a good vocabulary 

+ Answers to questions are brief but thorough 

114" ABOVE AVERAGE 

113" AVERAGE 

"2" BELOW AVERAGE 

111" IvIARGINAL 

"Fail" UNACCEPTABLE ---
- Speech is difficult to understand because of severe accent 

- Speech is rambling or confused 

- Speech is slurred 

- Appears to have difficulty understanding spoken English 

- Volume of speech is so low tha t it is difficult to hear 
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XII. INTERVIEW SCORING PROCEDURE 

1. Name 

2. Total Ra tings 

3. Average Rating 

Write candidate's name in space provided at top of 
worksheet . 

Add the ratings given by all interviewers for the 
dimension of Dependability and write this total in 
the column marked "Total Ratings" for Dependability. 
Add the scores in the same manner for the remaining 
dimensions (excluding Appearance). . 

Compute the average rating for Dependability by 
dividing the 'Total Rating" on this dimension by the 
number of interviewers. Round off to the first 
decimal place and write this average in the space 
marked "Average Ratings" for the dimension of 
Dependability. Compute the average for the remaining 
dimensions. 

4. ? Score· After all the interviews have been completed, compute 
the z score for each dimension by determining the mean 
and standard deviation of the average ratings for each 
dimension. These values are utilized for computing 
z scores. It is suggested that any standard introductory 
textbook on statistics be consulted for this procedure. 
The importance of z scores is to convert all ratings to 
a common scale. One property of such scores is that 
they are both positive and negative in Sign. 

5. Computing Weights The percentage weight a::;signed to each dimension in the 
job analysis appears in the column to the right of the 

6. Total Points 

z score column. Multiply the z score for the dimension 
of Dependability times the percentage weight for that 
factor and place the resulting product in the column 
designated as "z x weight", etc. 

Compute total points for the im:erview by adding 50 points 
to each z x weight product. The purpose of this step is to 
assure that the resulting scores will be positive. Total 
the five scores in the last column to obtain the total 
interview points and enter that total in the space provided 
at the bottom of the worksheet. . 
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I 

INTERVIEW SCORE WORKSHEET 

Name of Candidate ___________________ ---.:.Da te ________ _ 

Total 

I 
Average z 

I 
Percentage Total points 

DIMENSION Ratings Ratings Scores Weights z x weight (add SO) 

-
DEPENDABILITY 11 SO + = 

INITIATIVE t 12 50 + = 

SITUATIONAL 
REASONING 17 50 + = 
ABILITY 
---
INTER PERS ONAL 12 50 + = 
SKILL 

--
ORAL 
COMMUNICATION 15 SO + = ---
SKILL 

I 

\ . 

I 

0 Pass Total 

. APPEARANCE D 
Points = 

Fail 

",. ''" . 








