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Introduction

Perhaps the most serious prablem jail administrators face today is the need to attract and retain sufficient
numbers of high-quality correctional officers. Recognizing the need for information to help jail administrators
meet this challenge, the Jails Division of the National Institute of Corrections (NIC) in 1999 directed the NIC
Information Center to survey a cross-section of large, medium, and small jails and jail systems from
throughout the United States.

Because this report is based on information obtained from a small proportion of jails in this country, it does
not provide a complete picture of current staffing practices. Instead, it is intended as an information resource
on successful staffing practices in a variety of facility types and sizes. Its aim is to assist jail administrators
seeking effective and innovative approaches to recruiting, hiring, and retaining qualified correctional officers.

A number of forces combine to make staffing a major issue confronting jails. Among these forces is the
demand for more correctional officers to staff either new or expanded facilities in many locales. Many coun-
ties participating in this study plan to add correctional officers over the next year or two; some—including four
jurisdictions that are building new jails—will increase their number of officers by as much as 100%. Federal
government statistics also suggest that corrections agencies will continue to focus on recruitment in the years
ahead. The Bureau of Labor Statistics projects a growth in employment in correctional officer positions of
38.7% from 1998 to 2008, as compared with overall job growth of 14.4%.

Project Method

Sources of Information

Staff from NIC's Information Center and Jails Division developed a survey instrument/interview protocol to
obtain the information and materials collected for this project. Jail administrators were contacted and given a
choice of participating via either a telephone interview or a written survey response. Administrators from 17
largejails, 10 medium jails, and 7 small jails contributed information for this report. Most administrators chose
to be interviewed, but six responded exclusively in writing. In some cases, the chief administrator was inter-
viewed; in others, the information was obtained from the personnel division. A list of contact names is
provided in Appendix A.

This report of survey findingsis augmented by remarks of speakers and participantsin a July 1999 meeting of
NIC's Large Jail Network, which also focused on the topic of jail staffing. In addition to participating in the
interview process, many survey respondents provided examples of their recruitment materials, personnel poli-
cies, and screening and hiring instruments. Selected items are included in Appendices B through D of this
report. Other materials were added to the NIC Information Center resource collection.



Approach to Selecting Participants
Survey participants were selected to represent a cross-section of jail types. Jail administrators who participated
in the project were identified through the following means:

m  NIC Information Center and Jails Division staff notified administrators of jails in NIC's Large Jail
Network of the project and invited them to participate.

m  NIC Information Center and Jails Division staff identified specific medium and small jail jurisdictions for
participation that were considered likely to have devel oped successful approaches to staffing.

m  Additional medium and small jails were randomly selected for participation to ensure broad geographical
representation.

Diversity in Jails Surveyed
The jails represented in this report vary widely in terms of severa factors:

Size. Thejailswhose administrators participated in this study range in size from an average daily inmate popu-
lation of 15 to more than 3,500 inmates. The largest agency represented is the Los Angeles County Sheriff’s
Department, which houses approximately 20,000 inmates.

Administrative setting or location in county government. Although most jailsin this study are under the
control of the county sheriff, five are located under the county administration, two are under the city adminis-
tration, and one is part of the stat€’ s corrections system.

Unionization of officers. Officers are unionized or represented by an internal bargaining unit in about half of
thejailsin this study. Most, but not al, of these are among the larger jails represented.

Participating Agencies

The agencies that participated in the project are listed below. Contact information for the survey respondents
is provided in Appendix A. All respondents have expressed a willingness to be contacted by colleagues who
would like further information on the approaches outlined in this report.

Office of the Sheriff, Arlington, Virginia

m  Atlantic County Public Safety Department, Mays Landing, New Jersey

m  Beaufort County Detention Center, Beaufort, South Carolina

m  Bernalillo County Corrections / Detention Department, Albuquerque, New Mexico
m  Boulder County Sheriff’s Department, Boulder, Colorado

m  Cochise County Sheriff’s Department, Bisbee, Arizona

m  Columbia County Sheriff’s Department, Appling, Georgia

m  Dane County Sheriff’s Department, Madison, Wisconsin

m  Denver Sheriff’s Department, Denver, Colorado



Erie County Department of Corrections, Erie, Pennsylvania

Fairfax County Office of the Sheriff, Fairfax, Virginia

Hennepin County Sheriff’s Department, Minneapolis, Minnesota
Hillsborough County Sheriff’s Office, Tampa, Florida

Larimer County Sheriff’s Department, Fort Collins, Colorado

Los Angeles County Sheriff's Department, Los Angeles, California
Milwaukee County House of Correction, Milwaukee, Wisconsin
Minnehaha County Sheriff’s Department, Sioux Falls, South Dakota
Multnomah County Sheriff’s Office, Portland, Oregon

Olmstead County Sheriff’s Department, Rochester, Minnesota
Palm Beach County Sheriff’s Department, West Palm Beach, Florida
Pierce County Sheriff’s Office, Tacoma, Washington

Pitkin County Sheriff’s Department, Aspen, Colorado

Riverside County Sheriff’s Department, Riverside, California

Salt Lake County Sheriff’s Office, Salt Lake City, Utah

San Diego County Sheriff’s Department, San Diego, California
San Miguel Sheriff’s Department, Placerville, Colorado

Santa Ana Police Department, Santa Ana, California

St. Joseph County Sheriff’s Department, South Bend, Indiana
Shawnee County Sheriff’s Department, Topeka, Kansas

Stutsman County Sheriff’s Department, Jamestown, North Dakota
Tarrant County Sheriff’s Department, Fort Worth, Texas

Travis County Sheriff’s Department, Austin, Texas

Vermont Department of Corrections, Waterbury, Vermont

Woodbury County Sheriff’s Department, Sioux City, lowa



Organization of this Document

The body of this report presents survey findings, organized into three sections, and is followed by appendices
containing contact information and additional materials contributed by participating agencies.

Section I, Recruitment, presents methods used by respondents for targeting, reaching, and appealing to
appropriate candidates for correctiona officer positions.

Section I, Screening and Hiring, describes current approachesin hiring jail officers.

Section Ill, Retention, highlights successful tools used by respondents to retain the officers who are already
on the staff of the jail.

The Conclusion summarizes survey findings.

Appendix A provides alist of participating agencies and contact names.
Appendix B presents sample materials addressing recruitment.
Appendix C presents sample materials addressing screening and hiring.

Appendix D presents sample materials addressing retention.



Section I. Recruitment

The challenge of recruiting of correctional officers has prompted jail administrators to examine the link
between their agencies and the local labor environment. In the recruitment process, the defining elements of
an agency—such as size, resources, and style of jail supervision—intersect with local factors, particularly
demographics and the local economy. This intersection produces obstacles as well as opportunities.

Based on the obstacles and opportunities they face, survey respondents have formulated recruiting methods
that overcome disadvantages and tap into advantages within their agencies and communities. The survey find-
ings focus primarily on targeting, reaching, and appealing to promising candidates for correctiona officer
positions.

Barriers to Effective Recruitment

Jail administrators face a number of obstacles—both internal and external—in trying to recruit strong candi-
dates for positions as correctional officers. Jail administrators participating in this study identified several
specific factors that make it difficult to attract applicants.

Competition with Law Enforcement

Jails have traditionally been at a disadvantage in competing with law enforcement agencies, or with the law
enforcement divisions of their own agencies, for officers. A number of survey respondents have found that
many applicants for correctional officer positions are primarily interested in moving to law enforcement jobs.
A magjor factor driving thisinterest is that despite real progress in establishing pay equity between corrections
and law enforcement, patrol officers are till paid more than correctiona officers in about two-thirds of the
jurisdictions surveyed.

A Strong Local Economy

Low local unemployment often forces the jail agency to compete with other public agencies and private
companies for applicants. For many survey respondents, such competition reduces their effectiveness in
attracting qualified candidates for officer positions.

Poor Actual or Perceived Working Conditions

The public perceives the corrections environment as television portrays it, according to Linda Hawkins,
Manager of the Recruitment and Background Unit in the Multnomah County Sheriff’s Office in Portland,
Oregon. In her presentation at a 1999 NIC Large Jail Network meeting, Hawkins described what she has found
to be the usual outsiders' view of corrections—correctional officersall want to be police officers, and working
inthejail isaterrible job. In her work, Hawkins encounters potentia applicants who believe that officers will
be exposed to sexual assault, that officers in the jail are sadistic, or that they are smply security guards.
Hawkins believes such stereotypes can be countered, but warns that some agencies perpetuate this negative
image by using an assignment to the jail as discipline for those on patrol, or by treating correctional officers
as lesser employees and giving them inadequate respect. Until such actual working conditions are addressed,
Hawkins asserts, it will be difficult for jails to change perceptions and recruit new officers.



Unfocused Recruiting Efforts

Agencies sometimes fail to focus clearly on the interests of potential applicants, a necessary step in creating
effective approaches to recruiting. One respondent has found a particular challenge in promoting benefits
packages to young applicants who are part of “ Generation X.” In hisjurisdiction, many younger applicants are
not interested in retirement or do not believe that it will exist when they reach retirement age, making the
agency’s retirement plan less of arecruiting asset than it had been in the past.

Difficulty in Attracting Qualified Candidates for Staff Diversity

Because many women and minorities are seeking jobs with opportunities for professional advancement, the
problem of attracting them can be exacerbated when correctional officer positions are not seen as professional
opportunities. Many survey respondents noted that agencies need to find better approaches to targeting women
and minorities and that efforts can be bolstered by educating the public about corrections as a profession.

Special Characteristics of the Area

Location, local economy, and other defining characteristics of an area can pose special recruiting problems for
jurisdictions. Responding agencies located in ski towns or other vacation destinations reported difficulty in
attracting good officer candidates because of other employment opportunities in the region. Respondents in
small towns face problems in competing with employers who attract local labor to more lucrative positions
within commuting distance, although this draw is sometimes countered by the desire of local residents to find
jobs closer to home. For survey participants, local characteristics ranging from city regulations to changing
demographics also limit the pool of applicants.

v A City of Santa Ana, California, requirement that all new hires must be bilingual places
serious restrictions on the available labor pool.

v/ In Boulder, Colorado, the tight labor market and high cost of living make it difficult to
find applicants who can afford to take relatively low-paying jobs in the Sheriff's
Department.

Unqualified Candidates

Even when a large number of people apply for correctional officer positions, it may still be difficult to attract
applicants who are qualified. Many jurisdictions surveyed for this report screen out all but a small number of
their applicants.

v Salt Lake County, Utah, hires only 8% of those who apply.

Approaches to Recruiting Effectively

Barriers to jail recruitment challenge agencies to find and make use of their own strengths as well as assets
within their communities. Survey respondents reported a number of approaches used by their agenciesto over-
come—aor at least begin to address—the barriers to recruiting they encounter.



These approaches can be summarized in three basic steps:

m Target priority applicants. Many responding agencies focus special recruitment efforts on target popula
tions that have proven effective in the jail or that bring more diversity to the workforce.

m Develop effective recruiting tools. Those interviewed for this study recommend that agencies use awide
variety of carefully designed tools for reaching new applicants.

m  Promote the profession. Respondents have found that potential candidates often need to be educated
about the advantages of being a correctional officer and the reasons why the jail offers an attractive job
opportunity.

The suggestions that follow under each of these categories are based on the current practices and recommen-
dations of those participating in this study. A selection of materials used in recruitment is presented in
Appendix B.

Targeting Priority Applicants

Agencies often focus recruitment approaches on the types of applicants to whom they would give priority in
hiring. Agencies that participated in this study target groups who have a proven record of becoming effective
correctional officers as well as groups who will contribute to the diversity of the workforce.

Retired military personnel. A number of project participants noted that although they run broad recruitment
campaigns, they focus especialy on the military, as former military personnel are likely to come with a certain
set of useful skillsand personal characteristics. Many also have experience in the military police. Some respon-
dents also pointed out that although the military was once a primary area for recruiting, its importance has
declined somewhat in recent years.

Respondents have found that most military personnel begin looking for ajob from 6 months to a year before
they leave the service. In addition, the Armed Services will do free advertising, including putting announce-
ments on the Internet for a jail agency. Responding agencies also noted that the military’s TAP (Transition
Assistance Program) isagood source of retired military personnel, some of whom arein the reserves. The TAP
program is regionally administered.

Criminal justice students at 2- and 4-year colleges. In some participating agencies, facility administrators
or other jail staff teach at alocal higher education institution, where they can recruit either full-time staff or
interns from among criminal justice students. Agencies reported that such involvement with local 2- and 4-
year colleges helpsincrease students’ understanding of the opportunities availablein corrections careers, while
offering instructors a solid source for interns who can be groomed for certain positions and then hired.
Administrator/instructors can also provide time for arecruiter to speak to the class about opportunities in the

agency.

v/ Thejail director in Stutsman County, North Dakota, teaches courses in criminal justice
at alocal college.

v/ Two high schools in Pam Beach County, Florida, have crimina justice magnet
programs. Representatives from the corrections department sit on the school advisory
board, provide instructors, participate in Career Day, and take students on tours of the
correctional facilities.



Respondents noted that if 2- or 4-year degrees are desirable qualifications, it is helpful to offer pay incentives
for additional education.

v In Columbia County, Georgia, those with a 2-year degree receive a$1,200 ayear supple-
ment over the base sdary, and those with a 4-year degree receive $1,800. This
supplement is advertised and helps draw qualified candidates.

Minority groups. Survey respondents acknowledged that it is important, but sometimes difficult, to recruit
correctional officers who represent minority groups or who are bilingual. Respondents have found that a
regular relationship with local associations targeted to minorities can help improve recruiting.

v Multnomah County has a program in which command staff work with different minority
groups. They serve as a steady contact within the agency and have the opportunity to
make presentations at various meetings of community groups with high minority
membership.

v Asareault of the outreach efforts by the Fairfax County, Virginia, Sheriff’s Department,
the agency has been invited to participate in several minority job fairs.

Women. Survey respondents reported that women may perceive jobs in the jail as potentially dangerous or
simply not suited to awoman’s ahilities. Although several administrators noted that they would like to have a
larger proportion of women officers in the jail, they have not been successful in identifying good ways to
recruit them.

v The Los Angeles County, California, Sheriff’s Department has developed several Web
pages specifically designed to encourage women to apply as deputies.

Developing Effective Recruiting Strategies

Jail agencies use a variety of recruitment vehicles, ranging from community networks to outreach tools to
current staff. Survey respondents recommended using a combination of approaches and evaluating the effec-
tiveness of each. The agencies surveyed for this project use a combination of recruitment tools and have a
range of means—through informal observation or a more formal tracking mechanism—for tracking the effec-
tiveness of each tool.

v The Los Angeles Sheriff’s Department worked with a pro bono policy analyst from the
University of Southern Californiaon aproject to assess the impact of several recruitment
initiatives.

As they examine their recruitment methods, some respondents are consciously positioning their agencies to
compete for new recruits by analyzing corrections agencies, law enforcement agencies, and other local busi-
nesses and organizations that attract the candidates who might otherwise apply for jobs with the jail. On the
basis of this analysis, these agencies have been able to identify specific ways to make their jobs more attrac-
tive to potential candidates.



Community networks. Every jail is a part of the broader community. Jails managers who foster favorable
public perceptions of the jail and who develop working relationships with outside agencies and organizations
are contributing to the recruitment strengths of the jail.

m  Good community relations. Respondents pointed out the importance of educating the community at large
about what the jail really islike, in terms of its mission, role, operations, and environment. Participating
agencies have developed good public relations through openness with the media, coupled with other
effortsto network in the community. In many jurisdictions, the sheriff or jail administrator is a member of
local civic groups. A number of agencies open the detention center to local business people to help the
community understand its operations. Some agencies establish a positive image by making jail staff avail-
able as speakers to local organizations. According to respondents, such activities educate the community
and enhance recruiting efforts.

v The sheriff in Olmstead County, Minnesota, is a member of Rotary, whose members
regularly tour local businesses.

v/ The corrections department in Erie County, Pennsylvania, has established a Speaker’s
Bureau to train staff for speaking to community organizations.

m Partnerships with local job services and other agencies. A number of those interviewed recom-
mended that jails work with the local job service and other agencies to publicize openings. Some
respondents believe that distributing job announcements and flyers to local government agencies has
increased their applicant pool.

m  Pre-certification of officers. In some jurisdictions that require correctional officersto be certified, appli-
cants may pursue education and training on their own to become licensed peace officers. They can
sometimes receive dua certification for either police or corrections work. In a number of jurisdictions,
local community colleges have developed certification programs and/or training academies.

v/ A community college criminal justice program in Baltimore, Maryland, has devel oped
a complete police academy as part of the curriculum. The 25-week program is fully
accredited, and graduates are recruited and hired by area law enforcement and correc-
tions agencies. A certified Corrections Academy is currently being developed, which
will function in the same way.

v A Corrections Officer Basic Training Academy in Erie, Pennsylvania, offers 4 weeks of
state-mandated training on the local Mercyhurst College North East campus. Erie
County Prison gives graduates priority in hiring. The program is the result of a collabo-
rative effort among the Erie County Prison, the Pennsylvania Department of
Corrections, and Mercyhurst College, with the participation of the Pennsylvania
Commission on Crime and Delinquency.

Outreach tools. Jails get their message to potentia officer candidates through print advertisements and other
visual materials, through live and video presentations at civic events and job fairs, and through the World Wide
Web. (See Appendix B for examples of recruitment material provided by respondents.)

m  Multimedia recruiting materials. Participating agencies produce recruiting materials in a broad range of
media, including display boards, pictures, posters, brochures, computer presentations, and recruitment
videos. The materials cover such areas as career opportunities, agency values, pay and benefits, and the
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testing and hiring process. Some agencies have also devel oped 30-second spots for local television stations
and regularly run public service announcements on the radio.

v A recruitment video and computer presentation developed in Arlington County,
Virginia, lets applicants actually see where they will work.

v/ Many agencies use promotional slogans to emphasize the appeal of a career in correc-
tions. For Los Angeles County, the appeal is“Be a Star.” Hillsborough County, Florida,
invites applicants to “Step Up and Stand Out.” The Correctional Officer Information
brochure for Salt Lake County istitled, “ Secure Your Future.”

Advertisements in local, regional, and national publications. Responding agencies advertise openings
in various publications not only locally, but also in surrounding states, in military publications, and on the
Internet. Some agencies have found that advertising in out-of-state papers can help in attracting interest,
although requests for information may not yield many actual applicants.

v/ When Larimer County, Colorado, advertised outside of the local area, it received 27
inquiries about positions after the first Sunday ad.

A Web site. Many responding agencies have found that their Web siteis a valuable recruiting tool. Nearly
three-quarters of large jails and jail systems participating in this study have established Web sites, as have
a number of smaller agencies. Web pages give agencies the opportunity to market themselves as profes-
sional organizations and to point to opportunities for growth and development within the profession. These
pages include information specific to recruiting staff, such as job descriptions, qualifications, pay, and
benefits.

Agencies with Web sites noted that a large number of applicants are either applying directly via the Web
or have used the agency’s Web page to get information on positions. In a few locations, applicants can
apply easily and quickly by submitting an application online through a link to the sheriff’s department or
the county’ s human resources department.

v Dane County, Wisconsin, along with several other agencies, noted that approximately
25% of applications are arriving in response to information posted on the Web.

Job fairs. Respondents have found that job fairs, a traditional recruiting approach, can be more useful in
planting seeds than in achieving immediate results. This is especially true of job fairs at 2- and 4-year
colleges. At military job fairs, however, some agencies heighten contact with potential candidates by
administering a personnel test. In any case, survey respondents recommended that enough staff attend a
job fair to respond to questions from those who stop to talk.

v Job fairs attended by Multnomah County recruiters have resulted in the hiring of a
significant number of successful staff.

“Passive activities.” Some responding agencies use what they term as “ passive activities’—notices that,
once in place, serve as a steady reminder that the agency is looking for staff. Examples include advertise-
ments on billboards and buses, particularly on certain routes where they will be seen by promising
potential candidates.



v The Sheriff’s Department in San Diego County, California, places ads and information
on how to get application materials on the exterior of its recruitment vans.

Current staff. Jail managers surveyed recognize that their current officers and staff are one of their best assets
for recruitment. Many respondents described formal or informal waysin which they encouragejail staff to help
maintain an effective workforce.

m  Formal programs. Some responding agencies have developed formal programs to train volunteers from
their current staff to carry out specific recruiting assignments.

v Thirty-seven deputies who volunteered to be recruiters have been formally trained by the
Arlington County Human Resources Office and the Sheriff's Office, based on a
curriculum designed by both agencies. The recruiters are responsible for networking
with other agencies and with people in the community to learn about local recruitment
opportunities and for organizing their own recruiting events.

m Informal staff involvement. A number of responding agenciesrely informally on current staff to let others
in the community know of openings, to answer questions from potential applicants, and to promote the jail
asagood place to work. In agencies where this approach yields results, every member of the organization
in effect functions as a recruiter and recognizes the importance of his’her role in getting the best possible
co-workers.

v In Salt Lake County, the Chief of the Corrections Bureau held a series of regular meet-
ings at which staff made suggestions for recruitment, which were followed successfully

by the administration.

m Incentive rewards. Some agencies are trying incentive rewards to engage more current staff in recruiting
new staff.

v/ InHennepin County, the position of detention deputy is listed on a*recruitment critical”
status, which means that county employees can earn a $500 cash reward for referring

successful applicants.

v Sat Lake County pays a $50 reward to staff whom new hires identify as influential in
getting them to apply.

Promoting the Profession

Key to the success of recruitment efforts—whether a position and agency description on the Web or arecruiter
sitting face-to-face with an applicant—is providing an accurate picture of the aspects of thejail that will appeal
to job candidates, especialy to the agency’ s target groups. Agencies participating in this study have found that
career opportunities, attractive working conditions, and competitive compensation have offered the strongest

appeals.
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Career opportunities. Professionalism, opportunities for ongoing training and development, and a career
ladder offering increasing authority can all have appeal to desirable officer candidates.

12

Professionalism. Most responding agencies emphasize the importance of promoting the position of
correctional officer asaprofessional opportunity. Intheir recruiting efforts, these agencies underscore both
career opportunities and specific efforts within the jurisdiction to increase professionalism. Some agencies
make a point of using ajob title that conveys professional standing. Other agencies have found it neces-
sary to convince applicants that the position is not that of “guard.”

Some agencies, particularly those that operate direct supervision facilities, have promoted correctional
work as a chance to manage people. A number of respondents noted that detention work needs to be
presented as attractive in itself rather than as a stepping stone to patrol work.

Recruiting materials used by survey respondents often emphasize the professionalism of the agency or the
position.

v The Salt Lake County brochure states that the Sheriff’ s Office has “built the position of
Correctional Officer into a career with pride and integrity.”

v/ Thelead line on an Arlington County poster is“A Professional Career.”

v/ A prominent line on a Multnomah County recruitment folder is “Work with the profes-
sionals.”

Training. Survey respondents observed that an agency’s training program can help attract candidates who
are interested in overall professional development as well asin building specific skills. Some respondents
suggested that training opportunities are even more attractive to applicants when they learn that training is
built into the work schedule.

Accreditation. Responding jails that are accredited advertise that fact to applicants as further evidence of
the professional nature of the work. To underscore the rigors of accreditation, many agencies also promote
the fact that officers are provided strong training through an academy and within the facility.

v Initsrecruitment brochure, Hillsborough County highlights its accreditation in a brief
history of the Sheriff’s Office.

Growth potential. Many responding agencies promote the career path in thejail. The career path has been
an especially strong draw where an agency is expanding or new construction is taking place, which
strengthens the appeal of on-going growth and potential for advancement within the corrections system.

v The recruitment brochure for Fairfax County emphasizes the growth and expansion of
the Sheriff’s Office.

Lateral movement. In many jails represented by the survey findings, officers have opportunities for
lateral movement that are not available to road deputies. Areas such booking, transport, and electronic
monitoring programs offer different roles for correctional officers, making it possible to emphasize the
versatility offered by the position.



Attractive working conditions. Jailsthat can highlight pleasing facility design and amenities, appealing work
schedules, and/or interesting job characteristics unique to their facilities have a further advantage in officer
recruitment.

m  The jail facility. Survey respondents noted that a pleasant facility can be adraw in itself, especially where
it contributes significantly to good working conditions. Agencies with a state-of-the-art facility reported
promoting its safety features and pleasant working environment. Many responding agencies with attrac-
tive facilities offer tours to candidates, either aone or with their families, which provide staff an
opportunity to educate them on the jail’ s operation and the important roles of the correctiona officer.

v In Shawnee County, Kansas, a co-located jail and youth center have hel ped with recruit-
ment.

v The Salt Lake County recruiting brochure promotes the agency’s new “state of the art”
facility.

m  The schedule. Agenciesthat offer flexible or otherwise attractive work schedules have found thisto be a
strong draw for candidates. For example, in one responding agency officers strongly prefer a schedule that
providesfor two 12-hour shifts followed by two days off, with one block of 6 consecutive days off in every
28 day cycle.

m  Strengths based on size. Among respondents, some administrators of small jailsidentified job flexibility
as apotential advantage in attracting new officers. Largejailsin general can rely on more resources, such
as Web dites, to help in their recruiting efforts. Some larger facilities are aso able to emphasize more
opportunities for a variety of posts and better prospects for advancement.

v/ Thejail in Cochise County, Arizona, competes with other agencies by emphasizing the
advantages of working in a small, rather than a large, facility. Many prospective appli-
cants prefer the idea of a small jail. Some applicants are drawn to employment with the
local sheriff’s office because they prefer to stay close to home and family, rather than
moving or commuting to a larger metropolitan area for work.

Competitive compensation. If they are appealing, salary and benefits remain a strong recruitment draw,
according to those surveyed. Some respondents noted that competitive salaries and benefits alow their agen-
ciesto not only appeal to entry-level officers, but also attract experienced, certified officers from other criminal
justice agencies. A number of agencies are working hard to increase salaries, some in response to external
studies that recommend substantial raises for correctional staff.

v In Bernalillo County, New Mexico, the jail administrator has demonstrated through a
cost analysis that raises for correctional officers would create no real increase in expen-
diture. The cost of training 125 new officers and paying overtime—both made necessary
by high turnover—would be offset by increased retention.

v Salary and benefits are emphasized in the recruiting materials devel oped by many agen-

cies, including those in Arlington County, Fairfax County, Multnomah County, Salt
Lake County, and Travis County, Texas.
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Section Il. Screening and Hiring

No universal standards can be applied to the selection of correctional staff. To determine appropriate screening
and selection processes, jails must not only design proceduresto fit their local contexts but must also factor in
state statutes and regulations.

Because of these redlities, the jurisdictions contacted for this study differ significantly in their approaches to
hiring new officers. Some of the contrasts are rooted in philosophical differences among agencies—for
example, whether or not conviction of a misdemeanor disqualifies a candidate from consideration. Other
differences may be based on current employment contexts in the local area—for example, low unemployment
in ajurisdiction may cause thejail to lower its minimum qualifications for officers or relax its testing require-
ments. What is appropriate for candidate screening in one jurisdiction may be completely inapplicable in
another.

The survey findings reflect arange of screening and hiring procedures devel oped by respondents to match their

local contexts. Appendix C presents examples of materials developed by responding agencies for use in
screening and hiring new correctional officers.

The Baseline: Strong Personal Qualities

Despite the differences in the procedures they use to screen candidates for correctional officer positions, jail
administrators participating in this study tended to agree broadly on the personal qualities they are seeking in
new officers. These qualities can be summarized as:

m  Honesty

m  Good judgment

m  Ability to communicate

m  Dependability

m  High ethical standards

m  Stability

m  Maturity

m  Ability to learn and adapt.

Screening to Improve Success Rates

Among the jurisdictions surveyed, the success rate of applicantsfor correctional officer positions varies signif-
icantly. The success rate tends to be higher among jails committed to identifying and hiring only the strongest
candidates. In these jails, screening is specifically designed not only to enforce minimum requirements, but
also to weed out weaker applicants. This means, in some locales, that only about 2% of those who initially
apply are eventually hired.
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v In Santa Ana, about 40% of candidates fail the written or oral exam. Many more are
dropped during the background investigation, which looksfor prior drug use or evidence
of irresponsible behavior. Another 10% fail the polygraph or psychological test.

Common Elements of Screening

In many jurisdictions the sheriff’s office is a department within the overall county governmental structure. In
these places, the county administers many policies related to employment for all county employees, including
those employed by the sheriff’s office or jail. A county’s human resources division may be responsible for
publicizing open positions for correctional officers, conducting initial qualification screening, and/or doing
basic testing of applicants. Such a centralized approach to staffing can be an advantage in that it saves time
and money for the facility. However, centralization of personnel functions can aso be a limitation in that it
constrains the jail’ s ability to try a variety of innovative approaches to staffing.

Collectively, the agencies surveyed for this study use a broad range of tools and measuring instruments to
screen candidates for correctional officer positions. Candidates must meet minimum requirements and pass
background checks and a battery of written, oral, and physical examinations. Responding agencies include
most or al of the following elements during their course of screening.

Minimum eligibility requirements. Age and education remain the core measures of eligibility for correctional
officer candidates, though jails surveyed often consider education and experience flexibly, with an eye toward
a candidate’' s overall strengths.

m  To apply to be a correctional officer in most jails surveyed, an applicant must be at least 21 years old. A
few agencies require applicants to be 18 or 19 years of age.

m  Three of thejails participating in this study require at |east a 2-year college degree. The remainder require
a high school diploma or GED. Recruitment materials of some agencies indicate that they give preference
to candidates who have college degrees or are bilingual, athough these qualifications are not required. In
general, agencies have been tending to lower—or make exceptions to—minimum education requirements.

m  Many agencies require al applicants to have a current driver’slicense.

Background investigations. Most, but not all, agencies in the study conduct full background investigations
that cover employment, arrest record, and residence. Some agencies employ full-time officers to do back-
ground checks, while otherstend to rely principally on computerized databases, such asNCIC. A few agencies
look specificaly at a candidate’ s financial record, under the assumption that bad credit may indicate a disre-
gard for society’s rules or susceptibility to bribery.

Ability tests. Agencies vary in terms of their reliance on tests of applicants. Initial screening may include a
variety of tests, including written tests, some off-the-shelf products, and others designed by jail personnel.
Some jails test candidates not only for general knowledge but aso specifically for computer or typing skills,
spelling, or writing ability.

Psychological tests. Most agencies surveyed conduct some kind of psychological testing, usually following
a conditional offer of employment. Some jurisdictions administer standard psychological tests such as the
Minnesota Multiphasic Personality Inventory or the California Psychological Inventory, while others have
developed their own psychological tests. At least six of the jails participating in this study do not use psycho-
logical tests of any kind.
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Polygraphs. Polygraphs are not commonly used by agencies participating in the study, but a few responding
agencies routinely administer polygraphs following a conditional offer of employment. In some agencies, for
example, all Deputy Sheriffs are Class 1 Peace Officers, which means they may be tested through a psycho-
logical exam and polygraph. Sometimes, applicants are not candid regarding such things as past drug use; the
polygraph encourages them to provide more truthful information about themselves.

v In an effort to identify an aternative to the traditional polygraph, Cochise County is
testing the use of a Voice Stress Analyzer Test for 1 year. The sheriff’s department is
hoping that the Arizona state agency that certifies deputies for al agencies in the state
will accept thistest as an alternative. Four peoplein thejail are now certified to conduct
the Voice Stress Analyzer Test, which picks up any stressin voice inflection.

Oral interviews and examinations. The ora interview, which is nearly aways part of the screening process,
variesin both purpose and content as well asin itsimportance in the screening process. Some jails represented
in this study rely exclusively on interviews to screen candidates. In some jurisdictions, candidates go to an
assessment center where they are given an oral exam based on expected answers that have been graded on a
point scale. In other jurisdictions, a background interview provides an opportunity for administrators to ask
candidates questions specifically focused on their personal backgrounds and to note divergences from infor-
mation gained through a background investigation.

Medical examinations. An initial medical exam is a common requirement for hiring in most of the jurisdic-
tions surveyed. It is given after a conditional offer of employment has been made. Some jurisdictions al'so do
adrug screen of all candidates in connection with their physical exam.

Physical fitness tests. In addition to a medical exam, many participating agencies also test candidates for
physical fitness. In some cases, the physical fitness test has been devel oped specifically for the department on
the basis of atask analysis. It includes simulations of tasks a candidate would have to perform if hired.

Absolute disqualifiers. Discovery of current drug use automatically disqualifies someone from further
consideration in all jurisdictions surveyed. Conviction of afelony also disqualifies candidates in almost every
jurisdiction. Some agencies will consider those convicted of a misdemeanor while others will not; in some
places, applicants convicted of a misdemeanor are disqualified if the offense involved domestic violence or a
conviction of driving under the influence.

Recent Trends

Several common patterns emerged from discussions with agency respondents about recent changes in their
methods for screening and hiring new staff. As in other areas addressed by this study, local uniqueness and
diversity have led to wide variations in specific agency practices. Some of the newer practices identified by
respondents are becoming fairly widespread in jails across the country, they suggest, while others are very new.

Agencies are attempting to streamline their hiring processes. Both those sheriffs offices that hire new
officers directly and those that depend on county departments of human resources are looking for ways to
shorten the time it takes to hire new officers.

v In Pam Beach County, the Director of Corrections discovered that it took an applicant
four returns to the county’ s Human Resources Department to qualify as a viable candi-
date. The four returns involved administering tests that are not required by the state of
Florida. To save both time and money, changes were made to shorten the process.

16



v/ Pam Beach County, aong with severa other responding agencies, has found that
outsourcing the background checks has cut down on the time required to complete the

hiring process.

v In some places, agencies no longer have to wait for information on individua eligible
applicants to arrive from the county personnel office. Instead of sending one application
at atime, the county compiles alist of al eligible applicants who meet minimum quali-
fications. When the list arrives at the sheriff’s office, it is treated as a current roster of
potential applicants.

Testing is increasingly based on skills actually required on the job. New tests go further than those in the
past to hone in on skills essential in a particular jail. Such testing may emphasize interpersonal skills, judg-
ment in responding to crises, or selective physical abilities.

v The County Council in Beaufort County, South Carolina, is developing hypothetical
facility situations to use as part of the testing process.

v/ The Boulder County Jail tests applicants for reactions under stress.

v Riverside County, California, and several other agencies conduct practice physical
agility teststo help candidates prepare for the actual test.

Minimum qualifications are being lowered. Several jurisdictions have lowered their minimum qualifications
because of the difficulty of finding qualified applicants during atime when the labor market is extremely tight.
Among the changed requirements, the most common is a reduction in required education—for example, no
longer requiring a high school diploma or GED, not specifying any minimum education level, or no longer
requiring a 2- or 4-year degree. There was no general agreement among respondents on the effects of these
changes, although some administrators expressed a sense that fewer strong candidates are applying for posi-
tions than in the past.

In some locations, however, there is a counter trend in the direction of raising requirements.

v In Pam Beach County, the sheriff raised the minimum education requirement from a
high school diploma to an associate degree or equivaent credit hours. The agency has
had no difficulty in filling positions despite this change.

There is an increased emphasis on honesty and integrity. Although agencies have aways focused on
persona qualities such as honesty in their hiring, study findings suggest an increased emphasis on broader
gualities such as integrity. A few agencies have developed their own “integrity exams,” while others are
increasingly turning to polygraph exams to ensure honesty in reporting past behavior.

Agencies are increasingly requiring new officers to sign “willingness agreements.” Willingness agree-
ments are designed to help new recruits understand the demands of the position and to eliminate those who are
not suitable for the duties required. A willingness agreement or survey is based on an individual facility’s
philosophy, but it may ask questions such as the following: “Are you willing to stand on your feet 8 hours a
day except for meals and breaks?” “Are you willing to work in building areas that have unpleasant odors, such
as body odor or body waste?’ “Are you willing to work double shifts and on scheduled days off with little or
no advance warning?’ Agencies that use such a survey require recruits to initial all points to indicate their
acceptance.
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v The Atlantic County, New Jersey, Department of Public Safety screening process
includes a 26-question willingness survey.

v A rating sheet developed for staffing the Beaufort County Detention Center includes six
guestions that address willingness to accept working conditions.

Agencies are attempting to hire more officers with prior academy certification. A number of agencies are
encouraging applicants to pay for and receive academy training and certification before applying for correc-
tional officer positions. The agencies then hire, when possible, those who have been pre-certified.

Local colleges or community colleges often offer training leading to certification. Being able to hire those who
are pre-certified can save the agency considerable time. In addition, the jail does not have to send new recruits
away for basic training or to pay for overtime to fill vacant positions. Another advantage of this approach is
that if an officer candidate has been willing to pay for training, it is likely that the person is genuinely inter-
ested in ajob in corrections. However, pre-certification is not legal in al states.

There is a growing trend toward using unsworn or non-certified officers in the jail. In agrowing number
of jurisdictions—and where not in violation of state law—unsworn or non-certified officers are increasingly
being used in the jail. Salaries and benefits of sworn and unsworn officers may differ in these jurisdictions.
Although their duties in the jail are the same as those of sworn or certified officers, their authority ends at the
door to the jail.

v In Hennepin County, Minnesota, for example, as many as two-thirds of the correctional
officers are not sworn peace officers.

v According to the jail administrator in Riverside County, a number of large agenciesin
southern California are now studying or actively involved in the use of unsworn correc-
tional deputiesin the jails.

v Hillsborough County has developed a Civilian Support Officer (CSO) position, which
bypasses inapplicable civil service limitations. CSOs are not correctional officers and do
not play a security role. There are currently over 150 in the jail. The CSO category is a
generic position, and about 30 are held in a pool that is ready at al times. This means
that when a jail position vacancy occurs, it can be filled immediately. This quick turn-
around is impossible with deputy positions.

There is a growing trend toward using temporary employee contracts. Temporary contracts have the
advantage of creating a pool of applicants who can be hired as openings occur. They aso offer some jurisdic-
tions a way to circumvent civil service requirements. Several agencies indicated that they are experimenting
with the use of temporary employee contracts; a number of others have had such a system in place for years.

v InErie County, the county mandates that almost all hiring be done through “ call-in posi-
tions,” which are temporary positions of 2 to 4 months' duration. The time in service in
these contract positions varies greatly; some contract employees move to permanent
positions in as little as 2 weeks, while others serve much longer under contract.
According to the jail administrator, this approach offers a number of advantages,
including greater flexibility on the part of the contract employee and the ability of the
administrator to remove those who prove to be unsatisfactory. On the other hand, the jall
is likely to be recruiting from a pool of candidates who have no other job possibilities
and thus are unlikely to have good sKills.
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Section lll. Retention

Jails benefit operationally from retaining their experienced correctional officers. Retention also reduces the
costs of recruiting, hiring, and training. To retain an experienced staff, jails must work to address the interests
of their officers. In a healthy economy where jobs are plentiful, jails face the additional challenge of retaining
staff in a competitive job market.

Few agencies keep data on attrition rates. However, it is clear that annual attrition among officersis a serious
problem in some jurisdictions. Among the jails participating in this study that track attrition rates, attrition in
1998 ranged from over 28% in one jurisdiction to only 7% in another.

Despite the importance of retaining good officers, respondents noted that a “retain at all costs’ approach is
clearly not in the best interest of either the employee or the facility. Respondents believe that if an employee
is unhappy, he/she should be encouraged to leave, especialy if the morale of othersis being affected. Survey
findings indicate that having systems in place to track both performance and satisfaction can enable jails to
identify retention strategies best suited to their specific environment.

Survey respondents identified many factors contributing to staff attrition, as well as many tools being used to
retain correctional officers. Examples of materials used to promote staff retention are presented in Appendix D.

Attrition Factors

Many of the same factors that make it difficult to recruit officers—particularly compensation and working
conditions—also undermine the ability of jails to retain them. (See Section |.) During the course of employ-
ment, unique attrition factors can emerge as well.

m Inadequate compensation. Most of those interviewed for this project believe that low salaries are one
of the primary reasons for attrition.

m  Job moves to related fields. A mgjority of respondents believe that a primary reason jail officers leave
their jobs is to move to other positions in law enforcement or with other area corrections agencies.
Respondents noted that the level of pay is often a critical factor in such moves.

v Therespondent from St. Joseph County, Indiana, noted that 30% of the county’sjail offi-
cers are currently waiting for transfer or reassignment to patrol.

m A change to direct supervision. Some respondents reported ajump in attrition in amove to anew direct
supervision facility—some officers accustomed to their rolesin alinear facility were unwilling or unable
to make the changes needed to adapt to their new duties. Respondents noted that transition planning and
training can help prepare officers to succeed in the new environment, but that losing a certain number of
officers in the transition may be inevitable. Attrition related to direct supervision duties was not reported
to be a problem after the transition to direct supervision was completed.
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m  The challenge of retaining women. Some of the agencies surveyed have found it more difficult to retain
women than men and have considered initiating special retention programs designed especially for women
officers.

v/ Inthe Vermont Department of Corrections, which operates both the state's prisons and
its jails, women are hired at a ratio of about one woman to every six to eight men.
Although this ratio is maintained throughout the training period, thereis a higher rate of
attrition among women than men at the Correctional Officer | level. While women leave
positions in the state’ s correctional facilities at a higher rate than men, the agency has a
better record of retaining women in other positions. For example, a number of women
who started as correctional officers have become probation officers in the agency, and
approximately 50% of probation officers now are women.

Retention Tools

Attractive Compensation and Benefits

The primary tools for retaining employees in any environment—competitive pay and benefits—are also
important in the jail setting. However, they are not the only approaches that work for retaining correctional
officers. Many of the administratorsinterviewed for this study identified other strategies, such as awards, posi-
tive organizational dynamics, and job enrichment, that they are using successfully to increase staff retention.

Pay. Paying well may include not only devel oping adequate overall pay scales, but providing for step advance-
ments, overtime compensation, and shift differentials. There is no question that agencies that are able to pay
officers a competitive rate have a much greater ability to retain staff than those at a pay disadvantage. Also at
issue in some jurisdictions is pay differentials between correctional officer and patrol officer positions. In
about one-third of the jails in this study, correctional officers are paid the same as patrol officers.

A number of agencies participating in this study cited specific efforts to increase the pay of correctional offi-
cersinthejalil.

v Larimer County decreased officer attrition from between 18 and 22% in 1996 to 6.5%
in 1998. The jaill administrator attributes most of this increased retention to salary
increases during that period.

v Salt Lake County has been building salary equity with deputies for sergeants, lieu-
tenants, and captains but has not yet had the resources to do so for line staff.

v In Vermont, officers receive at least the same pay as municipal police officers, the
closest equivaent to county patrol.

v Stutsman County began paying its correctional officers more than patrol officers when
anew state prison opened nearby.
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A survey of local salaries, comparing correctional officers salarieswith those of other nearby jurisdictions and
with the community in general, can help administrators convince county boardsto provide periodic pay adjust-
ments based on market wages.

In general, administrators in this study whose officers are unionized believe that their agencies’ recruitment
and retention efforts are strengthened because collective bargaining resultsin better salary and benefits. A few,
however, cited possible limitations in creativity resulting from rigid step systems.

Benefits package. Survey respondents confirm that it is easier to retain officersif an agency’ s benefit package
includes generous vacation benefits, strong health insurance plans, and a retirement system. Some sheriffs
offices represented in the survey offer additional benefits such as memberships in professional organizations.

v Membership in the state sheriff's association and the American Jail Association are
available to sworn officersin Alexandria County, Virginia.

Additional benefits. Many counties and cities represented in this study offer special benefits to all ther
employees, including those in corrections. These benefits, which can be helpful in encouraging staff to stay,
may include: public transportation subsidies; fitness facilities or memberships in alocal health club; county-
sponsored child care center that gives county employees a preference for available openings and a preferential
rate; and reimbursement for education related to the job.

In about one-third of the jurisdictions surveyed, the county reimburses officers for up to 75% of the cost of
job-related college education. In these counties, such benefits are available to all county employees.

Incentives and Awards

Survey findings indicate that regular recognition programs and special commendations for unusual service are
strong retention tools. Awards and incentives can take a wide range of forms, including recognizing good
service or extra effort through persona letters of commendation; awarding honors such as “Employee of the
Month”; thanking employees for their accomplishments in an in-house newsletter; or acknowledging
employees during roll call training to single out those who have done a good job.

v/ Olmstead County has an awards program with several levels. The program was devel-
oped over a period of 6 years. It is based on attendance, promotion, wellness, specific
performance, and public recognition. The county has found this to be a good retention
tool.

v InFairfax County, the Sheriff’s Office Honors Award gives the recipient an item valued
at no more than $25 (not cash or a savings bond), 4 hours of administrative leave, and
an Honors Award Certificate.

Positive Organizational Dynamics

Survey respondents underscored the importance of striving for dynamics within the organization that make
correctiona officersfeel they’re avital part of ateam—their viewpoints are heard, their talents are cultivated,
and their career and personal interests are supported. The agencies represented in this study create these
dynamics through approaches ranging from maintaining a positive overall work environment to providing
specific wellness programs.
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A supportive atmosphere and work environment. A number of those interviewed emphasized the value of
letting staff know that the administrator is part of the team. An administrative philosophy that insists on fair-
ness, openness, and honesty can go a long way to improving staff morae—and thus retention. The
administrator of a small facility mentioned a relaxed atmosphere that is “more M* A*S*H* than Patton” as
important in retaining staff.

For most respondents, positive working conditions are crucia in retaining staff. Respondents have found that
officers will often even take a pay cut to move to another agency if it has good working conditions. Although
some large agenciesin this study have found it hard to maintain a persona touch, they acknowledge that it can
be a strong factor in retention.

v In Hillsborough County, a major cals every employee on his or her birthday, and the
chief administrator gives a speech of congratulations whenever someone is promoted. In
addition, whenever there is a birth, death, marriage, or hospital stay, the administrator
sends a handwritten note on his or her personal stationery.

An agency mentoring program. In mentoring programs described by survey respondents, all new officers
can be assigned to amentor. The relationship is not one of supervisor and employee but is designed to provide
support for new employees in making the transition to the jail. Mentors are civilian and sworn employees who
are willing to serve as role models, guides, and career coaches to other employees.

v/ The Los Angeles County Sheriff’s Department’s offers a “Career Network Mentor
Program.”

v/ Berndillo County provides a mentoring program for new jail employees.

A wellness program. In addition to providing on-site weight rooms or paying for membershipsin local health
clubs, some responding agencies offer special awards for fitness. Some agencies also alow healthy employees
to donate their unused sick leave to colleagues who have long-term illnesses.

v In Olmstead County, officers who pass a physical test receive a special pin with a heart
on it.

v In Hennepin County, there is a county-wide “Sick Leave for Fitness’ Program that
enables employees to cash in sick leave to pay for health club memberships or fithess
equipment.

Flexibility. Flexibility in meeting officers’ needsis a strong retention tool, according to some respondents. For
some agencies surveyed, flexible schedules are part of this approach.

Policies that empower staff. Many respondents recommended the adoption of management policies that
empower staff, making them feel invested in amission and providing room for their own judgment and discre-
tion. One respondent emphasized policies that “help staff to feel they are working for themselves.” Evidence
suggests that a sense of empowerment is a key to retaining employeesin al types of positions, and several of
those interviewed for this study reiterated this point.

A flat organizational structure. Survey respondents suggested that an alternative to a strict career ladder isa

system in which there are few discriminations in rank within the jail, and in which an officer has many oppor-
tunities to move laterally and to choose assignments that interest him or her.
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v/ Minnehaha County, South Dakota, experienced a significant reduction in officer
turnover by making administration at the top very light and by providing officers more

responsibility.

Job Enrichment

For correctional officers, job enrichment is often integral to experiencing the jail as a positive work environ-
ment. Agencies surveyed for this report address the career motivations of their officers through the structuring
of jobs, training, and opportunities for advancement.

Opportunities for a variety of duties. Respondents noted that the possibility of working in a variety of
assignments can help jails retain officers. Duties can involve work in other programs operated by the
Sheriff’s Department, such as work release or electronic monitoring, or assignments in booking or trans-
port.

Opportunities for advancement. Responding agencies have found that creating career paths or ladders
can be an effective tool for retention. Some agencies establish an internal career path that includes certi-
fied or sworn officers as well as non-certified or non-sworn officers.

v Hennepin County created a career ladder for its non-licensed officers. The supervisory
positions thus established are equal in authority to their licensed counterparts in the
facility.

Performance reviews can be instrumental in helping staff to reach more challenging and rewarding posi-
tions in the agency.

Training opportunities. A number of agencies pay correctional officers to attend externa training
programsin addition to those provided in the jail itself. For some agencies, it isaso helpful to offer oppor-
tunities for supervisors and managers to attend training programs sponsored by other organizations, such
as NIC or the American Jail Association.

Disincentives to Resign
In addition to offering correctional officers incentives to stay with ajail career, many responding agencies are
ingtituting disincentives to resign, sometimes aimed directly at discouraging or preventing job moves into law
enforcement. Such disincentives often take the form of contracts or policies that alow the agency to recoup
the cost of training a new hire.

Commitment contracts. Many agencies are encouraging retention by requiring new officers to commit to
staying with the jail for a certain length of time. Those who leave prior to the end of that time are subject to a
requirement to repay the agency for training costs.

v/ Arlington County requires 12 months of service; Salt Lake County requires 2 years for
previously uncertified officers; and Atlantic County, New Jersey, requires 3 years, or
new hires must reimburse training costs.

v/ Columbia County requires reimbursement for higher education costs if new officers
resign before reaching 1 year of service.

23



Personnel policies. In jurisdictionswhere thereis atendency for applicants to seek corrections jobs as a step-
ping stone to patrol, some responding agencies have developed specific policies that reduce the loss of jail
officers to patrol positions.

v In Shawnee County, Kansas, and Pitkin County, Colorado, there is no movement
between patrol and corrections.

v/ Boulder County requires officersto serve at least 2 yearsin the jail.

v/ The Web page for the Salt Lake County jail specifically discourages applications from
persons who are interested in being a patrol officer, stating “Y ou should NOT apply if
you merely see this position as an INTERIM STEP TO BECOMING A PATROL
OFFICER. The position of Deputy Sheriff is recruited for and filled through a separate
recruitment testing process.”

Agency Assessments

To aid themselves in analyzing attrition and retention within their agencies, many respondents have studied
retention methods used successfully in private businesses and have developed instruments or processes for
gathering relevant information. One source of such information is the staff itself—including those who leave.

Exit interviews. Many respondents noted that departing staff can provide valuable information by telling
human resources personnel why they are leaving and making suggestions for retaining other employees.
Agencies that conduct exit interviews usually focus on finding out if officers are leaving because of working
conditions, for better pay, or to join law enforcement.

Survey participants noted that although many agencies conduct exit interviews, few track the results to
improve their retention of correctional officers. In some agencies, the results of exit interviews are confiden-
tial. However, many agencies have found that an analysis of reasons for attrition—as well as areview of what
exiting staff might have liked about the job—can be very useful in determining how to adjust operations to
retain staff. Respondents advised staying current with interview results to make assignments more attractive.
Some respondents have also found it helpful to conduct an interview when a staff member moves to a new
assignment.

v The Los Angeles County Sheriff's Department, as well as many others, conducts a
“separation interview” using a structured interview instrument.

v Pam Springs and Hillsborough Counties are among the agencies that conduct exit inter-
views with al jail employees who leave. Their suggestions are reviewed and acted on
where appropriate.

Internal staff surveys. Some responding agencies use internal surveys to help identify and address issues that
are important to employees. Examples of these issues have included child care, education, and the promo-
tion/career ladder. Respondents have found it helpful to get feedback from staff on a regular basis, both
formally and informally. Research on private business. A few responding agencies mentioned the useful-
ness of research on how private businesses are retaining their employees.

v Tarant County, Texas, has enhanced its study of private business practices by
networking with businesses it has researched.
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Conclusion

The 34 agencies surveyed for this report provide a cross-section of experience in staffing jails across the
country. Competition for highly qualified staff has prompted these jail administratorsto seek ways of matching
the staffing needs of their agencies to the interests and abilities of potential recruits, especially those in the
local labor pool.

Survey responses reflect a growing awareness of the need to actively promote those aspects of a correctional
career that offer the strongest attractions to the most promising candidates. The study’ s participants frequently
have devel oped ways to overturn negative perceptions about corrections careers by first increasing the profes-
sionalism of their agencies, then focusing their recruiting efforts on that professionalism. Improvements in
career opportunities, working environments, and benefits have proven effective in attracting and retaining
high-quality staff. Elements can include opportunities for training and advancement, attractive facilities, posi-
tive organizational dynamics, and benefits ranging from competitive pay to wellness programs.

While responding agencies work to attract candidates, they also focus on screening standards and procedures
designed to improve the quality of the staff they hire. Many agencies are refining their tests and hiring
processes to more closely measure qualities demanded by correctional officer positions—from physical skills
to thinking skillsto character qualities. At the same time, many of the participating agencies are experimenting
with methods for reducing the time and costs required for bringing skilled officers and candidates on board.

Participating agencies identified multiple strategies for recruiting, hiring, and retaining staff. The methods and
tools they recommend make use of materials (ranging from flyers to Web sites) and people (including staff,
administrators, and community members) aswell as policies, programs, and procedures. While no agency can
eliminate the problem of maintaining a qualified workforce, jails that undertake a strategy that incorporates
some of these suggestions may find their staffing issues become significantly more manageable.
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Appendix A: Contact Information

Beth Arthur

Arlington County Sheriff’s Office
1425 N. Courthouse Road, Suite 9100
Arlington, VA 22201

(703) 228-4460
barthu@co.arlington.va.us

Frank Mazzone

Atlantic County Public Safety Department
5060 Atlantic Avenue

Mays Landing, NJ 08330

(609) 645-5877.

Mark Fitzgibbons

Beaufort County Detention Center
P.O. Drawer 1228

Beaufort, SC 29901

(843) 525-7360

John Dantis

Bernalillo County Corrections
Detention Department

415 Roma N.W.

Albuquerque, NM 87102
(505) 764-3501
jdantis@mercury.bernco.gov

Steve Treacle

Boulder County Sheriff’s Department
3200 Airport Road

Boulder, CO 80301

(303) 441-4993

Jackie Brock

Cochise County Sheriff’s Department
203 N. Judd Drive

Bisbee, AZ 85603

(520) 432-9352

John Wheeler

Columbia County Sheriff’s Department
P.O. Box 310

Appling, GA 30802

(706) 541-0754

Captain Joseph M. Norwick

Dane County Sheriff’s Department
115 West Doty St

Madison WI 53703

(608) 284-6165

Carlos Jackson

Denver Sheriff’s Department
P.O. Box 1108

Denver, CO 80201

(303) 375-5690

Art Amann

Erie County Department of Corrections
1618 Ash Street

Erie, PA 16503

(814) 451-7522

Captain Katherine A. Little

Fairfax County Office of the Sheriff
4110 Chain Bridge Road

Fairfax, VA 22030-4041

(703) 246-3260

David S. Bornus

Hennepin County Sheriff’s Department
350 South Fifth St, Room 36
Minneapolis, MN 55415-1369

(612) 348-9744

David Parrish

Hillsborough County Sheriff’s Office
P.O. Box 3371

Tampa, FL 33601

(813) 247-8310.

Gary Darling

Larimer County Sheriff’s Department
200 West Oak Street

Ft. Callins, CO 80522

(970) 498-5201

John Anderson

Los Angeles County Sheriff’s Department
450 Bauchet Street, Room 801

Los Angeles, CA 90012

(213) 892-5002

Richard C. Cox

Milwaukee County House of Correction
1004 N. 10th St.

Milwaukee, W1 53233

(414) 427-4785
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Steve Reecy

Minnehaha County Sheriff’s Department
500 N. Minnesota Ave.

Sioux Falls, SD 57104

(605) 367-4300

Linda Hawkins

Multnomah County Sheriff’s Office
12240 N.E. Glisan St.

Portland, OR 97230

(503) 248-3568

Sgt. Stacey Sinner

Olmstead County Sheriff’s Department
101 SE 4th Street

Rochester, MN 55904

(507) 285-8320

Keith Chambers

Palm Beach County Sheriff’s Department
3228 Gun Club Road

West Palm Beach, FL 33406

Chambersk @pbso.org

Les Lincoln

Pierce County Sheriff’'s Office
910 Tacoma Avenue South
Tacoma, WA 98402

(253) 798-4247

[lincol @co.pierce.wa.us

Don Bird

Pitkin County Sheriff’s Department
Department J

506 E. Main Street

Aspen, CO 81611

Robert Dotts

Riverside County Sheriff’s Department
P.O. Box 512

4095 Lemon Street

Riverside, CA 92502

(909) 955-2400

Dean Carr and Laurie Housekeeper
Salt Lake County Sheriff’s Office
2001 S. State #S2700

Salt Lake City, UT 84190-1430
(801) 468-3912

Lynn Pierce

San Diego County Sheriff’s Department
9621 Ridgehaven Ct., Box 429000

San Diego, CA 92142

(619) 974-2278
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Sky Walters

PO. Box 89

San Miguel County Sheriff’s Department
Placerville, CO 81430

(970) 728-7940

Russ Davis

Santa Ana Jail

PO. Box 1988

Santa Ana, CA 92702
(714) 245-8120
rdavis@ci.santa-ana.ca.us

Dave Nickerson

St. Joseph County Sheriff’s Department
129 South Main Street

South Bend, IN 46601

(219) 235-9593

Tom Merke

Shawnee County Sheriff’s Department
501 S. E. 8th

Topeka, KS 66607

(785) 291-5100

Marcie Conmy-Fisher

Stutsman County Sheriff’s Department
205 6th Street SE

Jamestown, ND 58401

(701) 252-7436

Savala Swanson

Tarrant County Sheriff’s Department
100 N. Lamar Street

Fort Worth, TX 76112

(817) 884-3118

David Balagia

Travis County Sheriff’s Department
500 West 10th St.

Austin, TX 78701

(512) 473-9348

Robert Smith

Vermont Department of Corrections
103 S. Main St.

Waterbury, VT 05671-1001

(802) 241-2292

Bonnie Ames

PO. Box 3715

Woodbury County Sheriff’s Department
Sioux City, 1A 51102

(712) 279-6040
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DRrAFT

MEMORANDUM

To: Michael Kenyon
Lieutenant, Recruitment Unit
Los Angeles County Sheriff’s Department

FrOM: Wilson Wong
Policy Analyst (Pro Bono)
University of Southern California

DATE: October 26, 1998

SusecT: Analysis of the data on recruitment efforts collected through recruitment tracking
sheets

SUMMARY

The data set for the month of September has been entered into the database program and has
tallied up all of the different reference sources listed. Over two hundred sources were counted.
Frequently, many of the sources overlapped and were later consolidated into broader groups.
Sources that were similar in nature were also grouped together, i.e. family/friends. Based on
those numbers, an analysis of the data was conducted to determine which recruitment efforts
brought in the most applicants.

Billboards, signs, radio ads, and recruitment events all brought in significant numbers of
applicants. A breakdown of the recruitment efforts is detailed later in the analysis. Surprisingly,
a large number of applicants who listed their paycheck stub as their reference source were
women. Some other interesting notes worth mentioning are that a majority of applicants listed
the Internet as their reference source were predominantly white males, and booths at job fairs
brought in many applicants.



CONTEXT

The focus of the Recruitment Tracking Project is to monitor the frequency various recruitment
efforts were listed by the applicant. Information on the applicants’ name, gender, ethnicity and
reference source was collected through recruitment tracking sheets (Appendix A). The applicant
was asked to

supply that information in exchange for an application. Table 1.1 shows the breakdown by
reference source.

Table 1.1-Count of Reference Sources

Reference Source Count of Reference
Sources
Acrial Advertisement 4
Banners/Posters 366
Billboards 590
County Emplovee 239
Family/Friend 702
Internet 107
Job Hotline/Search 42
Law Enforcement 8%
Movie Theater 36
Print Media 118
Radio 368
Recroitment Event 3118
Television 5
Word of Mouth 139
"otal 5913

Over two hundred different reference sources were listed by the applicants. To make the
numbers easier to work with, sources that overlapped or that were similar in nature were
consolidated or grouped into broader categories. The following is a listing of the different
reference sources and how they are defined.



REFERENCE SOURCES DEFINED

B-10

AERIAL ADVERTISEMENT~Several weeks ago, a plane towing a banner flew over
abeach. The fly by is in its own group because of its unique recruitment
approach.

BANNER/POSTER-Aside from banners or posters, this section incorporates any
sign or flyer seen at various locations. A recurring problem in the Recruitment
Tracking Project was ambiguity. Often, an applicant listed a location (such as a
station, a court, or market). Schools that were listed are grouped in this category
because they were likely tipped off about the Sheriff’s hiring campaign through a
poster,

This section does not include billboards which is grouped in its own category.

BILLBOARD-Billboards were very effective in brining in applicants. The large
roadside signs bearing the slogan “JOIN OUR TEAM,” are located in several
spots throughout Los Angeles County.

County EMPLOYEE~-It is not perfectly clear how county employees were
referred to the Sheriff’s Department. They may have been notified about the
hiring through their paycheck stubs or through interoffice memos.

Deputies are not included in this category.

FAMILY/FRIEND-Family and friends have been a constant and dependable source
of bringing in new applicants, Included in this category are members of the
immediate family, relatives, in-laws, and friends. Applicants who listed a friend
who is a deputy were simply grouped as friend.

INTERNET--Internet based reference sources such as the Los Angeles County
Sheriff’s Department web site (http://www.lasd.org), and other web sites are
included in this category. Email references are grouped here as well.

JOB HOTLINE/SEARCH-The County’s job information hotline and bulletin
boards. On-line job searches such as www.jobtrak.com are not included in this
section.

LAw ENFORCEMENT-Members of the law enforcement community are grouped
here. This category commonly refers to deputies or other officers. A major
problem in this category is the distinction between whether the applicant was
referred by an officer or whether it is the position the applicant wants to apply for.

Movie THEATER-The Los Angeles County Sheriff’s Department experimented



with a movie theater ad. The ad was a slide that was show on the big screen
before the featured presentation.

PRINT MEDIA~The print media category refers to an ad, article, or story in a
newspaper, magazine, or journal.

Rapio-Radio ads ran for a couple of weeks. A breakdown of the radio ads can
be found in appendix XXXXXXXXX

RECRUITMENT EVENT-Recruitment events were probably the most effective in
bringing in applicants. Recruitment events are listed by their event number.

TELEVISION-Some applicants listed television as their reference source. The
Recruitment Unit did not schedule Most of the references came by way of cable

WorD oF MoUTH-Applicants who listed “walk-in,” “self,” “word of mouth,” or
other similar references were grouped in this category. There were some
applicants who listed “interest card” or “previous applicant.” Those entries were
also placed in this category. In short, this category acts as an “other” category.

Table 1.2-Reference Source Definitions

Reference Source

Includes

Aerial Advertisement

fly by

Baaners/Posters banners, posters, flyers, signs, displays at schools, colleges,
courts, markets, shopping centers

Billboards billboards, roadside or otherwise

County Employee county employee, work, paycheck stubs

Family/Friend immediate family, relatives, in-laws, friends

Internet lasd web site, job search sites, other internet based sites

Job Hotline/Search

county job hotline, bulletin boards

Law Enforcement

deputies, officers, alads

Movie Theater

movie theater

Print Media

print ads in newspapers, magazines, journals, articles

Radio

radio, public service announcements

Recruitment Bvent

job fairs, events, seminars, talks, sources w/event numbers

Television

television, public service announcements
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Fairfax County Sheriff's Office - Career Opportunities http/fwwew co. fairfax. va.us/ps/sheriffsherifis him

Career Opportunities

for
Deputy Sheriff | - Full and Part Time
{Announcement #99-9001)
Correctional Health Nurse
{Announcement #99-9473)

The Fairfax County Office of the Sheriff continuously accepts resumes for Full-Time Deputy Sheriff |,
Part-Time Deputy Sheriff T and Cormrectional Health Nurse | positions, The Office of the Sheriff is an
Equal Opportunity/ Affirmative Action emplover.

Oualifications for Deputy Sheriff positions:

United States Citizen

21 years of age

High school diploma or GED

Possession of a vahd operator's license

Extensive background investigation

Complete medical examination

Polygraph examination

Psychological examination

Nen-smoker at time of appointment (Sworn positions only)

*® & 9 9 & & @ & B

Correctional Health Nurse Applicants must posses a valid Virginia LPN, RN, NP, or PA-1 License.
Starting Salary:

» Deputy Shenff I (Full Time) - $31,782

« Deputy Sheriff | (Part Time)} - $15.00 an hour

» Correctional Health Nurse - $33,162

Promotions are based on both merit and written examinations and are open to all personnel of the next
lowest grade after completion of their first year of employment.

Selection:

Selection of most qualified applicants is based on the availability of positions. All newly appointed
Full-Time Deputy Sheriff's will attend the Fairfax County Crimmal Justice Academy.

Benefits:

25 year retivement,(swortn positions)

Shift differential

11 paid Holidays per year

13 days annual leave accrued per yeur (Incresses after 3 vears of service)

* ® B @

Tof2 12/16/99 1156 AM
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Fairfax County Sheriff's Office - Carcer Opportunities bttp:ffwww co.fairfax. va.us/ps/sheriffshen it bim

13 days sick leave accrued per year

15 days Military leave per vear

Fairfax County Merit System job protection

Group health benefits (Large Employer Contributions)
Deferred Compensation Program

Optional disability, dental, and life insurance

College tition assistance programs

Optional ULS. savings bond purchase

Credit Union

Flexible spending accounts for Dependent Care and/or Medical expenses
Child Care Services

Employee Assistance Program

Free Training

Free Uniforms and Equipment

Stipend for Uniform Care and Shoe Purchase

® # & & & &5 B B & & & 2 @« @B

Closing Date: Continuous Recruitment

Submit your chronclogically formatted resume with a Fairfax County Resuine Attachment Form to
the Office of Personnel, 12000 Government Center Parkway, Suite 170, Fairfax, Virginia 22030. Or
FAX 1o (703) 324-3944.

Resuwme Attachment Forms may be printed from this web site. Click RESUME ATTACHMENT FORM
to go to a printable version of the form.

Paints of Contact:
Recruiting/Testing - Sgt. Glenda Phister (703) 246-3217

Applicant Investigator - Cpl. Ken Jones (703) 246-3219

FAIRFAX COUNTY SHERIFF HOME PAGE
FAIRFAX COUNTY PUBLIC SAFETY PAGE
FAIRFAX COUNTY HOME PAGE

2of2 12/16/99 11:36 AM
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Be A Star! hutp:/Aweew lasd.org/sites/mewrecruit/index htm

County of Los Angeles Shecifl’

vy
/se g ;;aﬁgfzé

i s ;
3, o1 {ecm!

v
7

o,

Be A Star - Why?

A tuly equal
oppoertunity employer.

Attain the credit and
recoguition you deserve.

Departmental recogaition for
outstanding performance.

Reach your goal in our organization.

Challenge vourself in ways you
never thought possible.

Comnutted to makung a difference,
Lead by example.
Nationally recognized,

professional law
enforcement agency.

We are just like you.

Build a future.

Choice of various medical
and dental plans.

Excellent salary &
benefit package for
you and your dependents

Supplemental deferred
cvompensation plan.

1of2
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Employment Opportunities http/Awww . olmstedesunty . conv/sherifffemployme him

Sagkrh Lvverd Bpkogniion  Crime Siatistics
Firsarma Permie Hishiiry Lirks Sex Offrdlers  Memokis Page Homikides

Employment

SHERIFE LG D0 MY CRUSE . SHERIPFLING - D00 DROER SRE 3 D WY S BMERFE UKE - DR HOT

Deputy Sheriff Empmym'ent information:

Detention Deputy Employment information:

 Detention Deputy For inclusion on the Examination Application mailing list contact:

Olmsted County Department of Human Resources
151 4th Street S.E.
Rochester, MN 55904-3710
{507) 285-8333
Clmsted. Jobs@co.olmsted. mn.us

SNE R 0T DROBE O GHERPE UNE - 00 NOY SROES B

T RDT ORGER . SHERFF L

SIHERIFF
~
[ Home ][ Deputy Sherniff [ Detention Deputy |

Send mail to Webmaster with questions or comments about this web site.
Copyright © 1998,19989% Olmsted County Sheriff's Office
Last modified: November 18, 1899

tofl 12716799 11:30 AM

. , B-15
Reprinted by permission of the Olmstead County Sheriff's Office.
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NAME OF APPLICANT DATE,

Ruting Scoves:

SUBTOTAL:

A: Dinension Scores: {X;Ziiip % Clomments: ,' ' ’ '{ 3 .’7 e 7
‘ AFT !

COUNTY COUNCIL OF BEAUFORT
DETENTION CENTER

Multi Government Center-~100 Ribawt Road
2.0, Drawer 1228
Beaufort, South Carolina 29901-1228
Phone: (803} 8§25-7371 Fax: (803) 525-7366

B: Rating Scores: ( or 5)

#1:

6

SUBTOTAL:

Are you willing o work on any shift assigned?
Are you willing to work overtime-even mandatery evertime-if needed?
Are you willing to work weekends & holidays which eccur In your normal work schedule?

Are you able to work in ¢ Tobacco-free workplace wheve it v prohibited {o use or possess tobucco
products and associsted devices indde the faciity?

Are you willlng to work, “locked ioside” 2 detention facHiity, anarmed and i divect vontact with

ingnates? )
#'s's;ﬁ; fa N
We wark iy 2 sheessfisl envirosenent. Can you handls verbsd l{sh}‘sicai abuse? {e.g. lntodcnted, angry

oy unruly inouates)

O NeneRated (nestions:

1. What are your careey goals? What would you Blie to be doing in 5 years?

2. Wity should we hire you?

B, Rating Scoves; (0-18) E. Subtotals:
i Appearance 1. Dimensionc
2. Poise & Seif-Confldence 2. Rating Scoves (B2 e
3 Copmmunivation skilis 3. Rating Scores Q}: ~~~~~~~~~~~~~~~~
4. Judgement & Problam-Solving TOTAL: I

b:X

SUBTOTAL:

Accoragiited by

Position Potential

fnterviewer:

e American Comectionst Assaciatien & Nationsd Commisgion an Corceciional Health Cuare

C-3



Question #1

(VIEW THE DIAGRAM OF THE HOUSING POD)

Your responsibility is to supervise all the inmates within this living unit. You must ensure that the
inmates do not harm themselves, cach other or detention center property, and that the Pod is kept
clean. How would you maintain effective supervision within the Pod go that you know what is going
on among the inmates? Begs it e SOLET

Dimension 1:
MANAGING THE LIVING UNIT TO A SAFE AND HUMANE ENVIRONMENT

{Show the interviewee a diagram of the Pod and briefly explain the layout of the Pod)

(SEE ABOVE QUESTION)

5 = Continually walk around the Pod observing, talking with and listening to inmates.

3 = At the desk except when required to make periodic rounds of the Pod or in case of
emergency.

1 = Stay at the desk where most of the Pod can be observed---if inmates have any

problems or guestions, they can come to the desk.



Question #2

An frnate returns from court to your Pod. He has been sentenced to 15 years in prison. He was only
expecting 3 years. He begins to swear and shove chairs within the Pod--obvicusly angry. &What
would you do? .

. i i - v o < proas
Yo Katew he btts Beew o LR e
Vadonie  ofl Floe OOTC0M E

Dimension 2:

HANDLING INMATE DISCIPLINE

(SEF. ABOVE QUESTION)

W
i

Talk with the inmate in private. Discuss the inmate’s behavior with him rather than punishing
him for #t. Find out why the inmate is acting like he is. ’

3= Take disciplinary action against the inmate--~do not inquire into the reasons for the inmate’s
mishehavior.

1= Ignore the situation and hope that the inmate cools down.

Lad L T

C5
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Question #3

Your facility has a rule which states that inmates shall receive only one cup of coffee with each meal.

&fter dinner jOU noticed that there are several cups of coffee left in the container. An inmate wesker

weesmmate who has proven to be reliable and has been assigned ‘rgﬁe&&; duties in your Pod¥
asks you for 3 s“ond cup. How would vou handle the request? P

Dimension 3:

RESPONDING TO INMATE REQUESTS

(SEE ABOVE QUESTION)

. N ¢ ,
it e Fule o I ’f« & ‘?g??‘sz‘?&.f?‘"'}i A

5= Tell the inmate “No, it wouldn’t be fair to the other inmates”. o4
3= Tell the inmate “no” without an explanation as to why.
1= Allow the inmate the second cup of coffee (“after all, he’s earned it”).



Question #4

It is clothing exchange dav in your Pod. This is when dirty inmate clothes are traded for clean
clothes. An inmate who has complained to vou in the past about having to wear bleach spotted
clothes, approaches you in an angry and demanding roanner. He says that he was given a pair of
ripped pants. He throws the pants down and demands that you get him new ones. You suspect that
he may have deliberately ripped the pants because he didn’t like to wear bleach spotted clothing.
What would you do?

Lh

)

i

i

Dimension 4:

RESOLVING INMATE PROBLEMS AND CONFLICTS
(SEE ABOVE QUESTION)

Assess the validity of the inmate’s claim (find out if it is 4 legitimate complaint). Calmly
discuss the inmate’s’s angry manuer with hi}m and advise him how he should approach vou
with a pmbic:m in the future. BETEAS g AP eF B T G e 3,

Tell the inmate it is “not my faunlt---this is the clothing you have to wear”. Hide behind the
rules of the facility or blame it on others (e.g., facility administrators, laundry, ete.).

Yell back at the inmate; throw the pants at him; tell him #’s too bad; assume the same
demeanor as the inmate.

3 &/ i
/

J AN 3 B
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Question #5

One of your responsibilities is to ensure that inmates keep the Pod clean. It is now 1:00 pm and you
want inmates to thoroughly clean the Pod by 4:00 pm. How would vou accomplish this task?

Dimension 5:

SUPERVISING IN A CLEAR, WELL ORGANIZED AND ATTENTION-GETTING MANNER
(SEE ABOVE QUESTION)

5= Designate which inmates will clean the Pod; describe to the inmates how to clean it; define
your expectations of what “clean” is; ensure that they have the necessary equipment to clean
it; tell them when it is to be cleaned by; follow up to ensure that they completed the job,
according to your expectations and instructions.

3= Order inmates to clean the Pod; designate who will do what; allow them to decide how to
clean it
1= (Give the order to clean the Pod with no direction as to how to clean it, who will clean, when

it will be cleaned by, ete.



Question #6

A facility rule states that inmates will be out of bed at 7:00 am in the morning. In making your- Lows

R mspecuon of the Pod, you notice that an inmate is still in bed. When you order him to get
up, he states that Pl Glicer on the previous shift bas given him permission to stay in bed because he ¢+#.5"
hagaenld. What would you do? R

Dimension 6:

MAINTAINING EFFECTIVE ADMINISTRATIVE AND STAFF RELATIONS

(SEE ABOVE QUESTION)

e g B3 Teo gwaey o~ 3w Ll Vind Coad

5= Verify the claim of the inmate by looking for documentation (paperwork) OR contacting thé
officer. ik

3= Call your supervisor and ask himv/her whether it’s okay for the inmate to stay in bed OR ask
him/her what to do.

1= Follow the rule of the facility without checking on the inmate’s claim (make him get up)

OR
1= Don’t verify the claim and allow the inmate to stay in bed.

.
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Question #7

An inmate in vour Pod who has been charged with the rape of a ten vear old girl, asks to speak with
you in private. When you meet, he tells vou that other inmates have threatened him and that he fears

for his safety. met would you do?
7

AR b }“"'5’ 5 iL siadsver Sl &

Dimension 7:

BUILDING POSITIVE RAPPORT & PERSONAL CREDIBILITY WITH INMATES

(SEE ABOVE QUESTION)

5= Verily the clamm; communicate and demonstrate a willingness to protect the inmate. Rc:mme
him from the Pod if necessary.

3= Tell the inmate that you'll keep an eve open to any signs of trouble but wait until something
actually happens before taking action.

1= Ignore the inmate or lie to him (tell him you'll watch out for any trouble but then ignore him.

After all, he deserves whatever he gets).

C-10



‘ Boulder County
Sheriff’s Department

- MPLOYMENT
NFORMATION
DEPUTY SHERIFF

JAIL AND FPATROL

Application deadline: September 29, 1999
for testing in late October.
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_~Boulder County Sheriff’s Department

GEORGE EPP
Sheriff

Dear Applicant:

The Boulder County Sheriff’s Departinent is an organization with deep roots in the history of the
Colorado frontier and a firm footing in the future. The first Boulder County Sheriff was elected
in the spring of 1861, as the Colorado Territory was being organized. Boulder County Sheriffs
and deputies have faced problems including lynchings, cattle rustling, labor viclence,
bootlegging, serial murder, drugs, and fraud on the Internet,

I started as a deputy in the Jail Division in 1972, and subsequently worked as a patrol officer,
detective, sergeant, lieutenant, and captain. As a captain [ had the privilege of commanding our
patrol, detective and jail divisions. In 1990 our former sheriff, Brad Leach, retired, and I ran for
the position. I was elected and took office in January 1991, 1 was reelected in 1994 and 1998,

As an elected official, a sheriff has a different perspective from an appointed police chief.
Because sheriffs are directly acountable 10 the voters, rather than to other zppointed officials,
sheriffs are traditionally more responsive to the public. The principles of community policing
have been represented for more than 130 years in the men and women of the Boulder County
Sheriff's Department. We take pride in an organization that strives 10 provide the best public
safety services possible to our citizens. We believe in innovation and problem solving

‘\/Iy career as a deputy and as the sheriff in Boulder County has been very rewarding, Qur
salaries and benefits are competitive, but the most important factor in working here has been the
personal satisfaction I have received from helping my community. If you are looking for a career
where you will face hard work and challenges, but also the satisfaction that comes hom making

e

the world a better place 10 live, please join us

eorge Epp
Sheriff
Administration « Operations » $talf Senvices Jail Division Communications » Emergency Management
1777 Bth Streat 3200 Airport Road 1805 33rd Street
Boulder, CO 80302 Bouider,CO 80301 Baulder, CO 80301
4414805 « 441-3650 ¢ 441.3600 441-4800 441-4444 » 441-3380

C-12



Department Overview

Boulder County, Colorado covers 750 square miles of suburban development, rural plains, high-
tech business and rugged mountain areas at the northwest edge of the Denver metropolitan area.
Boulder County’s population is over 275,000 and growing rapidly,

The Boulder County Sheriff's Department, headed by Sheriff George Epp, consists of four
divisions: Jail, Field Operations, Staff Services and Technical Systems. The jail is located at 3200
Airport Road, in northeast Boulder. The other divisions are located at the Criminal justice Center
at 1777 6th Street, in west Boulder. The department has approximately 325 employees,
including 195 commissioned deputies.

The Jail Division is responsible for providing a safe and secure environment for inmates, staff,
visitors and the community. The facility currently houses approximately 400 inmates. Designed
as a Podular/Remote Surveillance facility, the jail is managed using the principles of Direct
Supervision. This requires extensive interaction with inmates by deputies. The jail promotes
involvement of inmates in educational and work activity with the Productive Day Program.

The Field Operations Division provides primary law enforcement services to approximately
57,000 citizens in the diverse, unincorporated areas of the county, and contract paolice services
to the towns of Lyons and Superior. A variety of public safety and crime prevention functions
are handled in a proactive manner. Problem solving, innovation and community participation
contribute to the effectiveness of the division.

In addition to the jail and criminal enforcement functions, the department provides civil process
and evictions, warrants and extraditions, animal control, hazardous material response,
coordination of search and rescue and wildland fire suppression, and several special programs.
The sheriff is also directly involved in the oversight of the Office of Emergency Management and
the Boulder Regional Communications Center.

Deputy Positions

The starting salary for both Jail Deputy and Patrol Deputy is $2,827 per month, with a |
competitive benefit package. We hire from ten to twenty deputies each year, with more
openings in the Jail Division available for outside applicants

jail

Jail deputy duties include:

. jail rule and criminal code enforcement and investigation;

. dispute resolution;

» basic jail security, including housing area management and booking/release functions;
. assistance with inmate transports, court security, and inmate work crews:

. incident and crime reporting;

. working with other divisions, agencies, and programs.
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Jail deputies start their employment in a ten week training program. Upon successful completion
of training they are assigned to a shift, working days, swings or graves. Shifts are eight and one
half hours, five days per week. Shift assignments are permanent and transfers are granted hased
on divisional need and seniority. Days off are bid every six months.

As deputies gain experience they can become eligible for a variety of specialty assignments,
including Booking Officer, Training Officer, Court/Transport Officer, Classification Officer,
Alternate Sentencing Supervisor, Life Skills and Productive Day programs.

Jail deputy positions do not require peace officer certification. The Jail Division has more deputy
position open to outside applicants. This is an excellent career path for many interested in law
enforcement. Those interested in other areas of law enforcement can gain valuable skills and
experience working in the jail. Colorado State certified peace officers assigned to the jail are
eligible to apply for transfer to patrol after two years.

Patrol

Patrol deputy duties include:

. criminal and traffic enforcement and investigation;

. dispute resolution;

. response to and coordination of wildland and structure fires, and search and rescue;
. assistance with traffic accidents, medical emergencies and other public safety duties;
. community oriented policing;

. working with other law enforcement agencies and Sheriff's Department divisions;

. other varied calls for service, addressing quality of life issues.

Persons who are Colorado state certified peace officers may apply directly for patrol deputy
positions. Patrol deputies start their employment in a thirteen week field training officer
program. After successful completion of training, they are assigned to a district, working out
of the Criminal Justice Center, or a substation located in one of the communities we serve.
Shifts are twelve hours, with three and four days off on alternate weeks, and are bid on a yearly
basis.

As deputies gain experience they can become eligible for many specialty assignments including
traffic/DUL enforcement, detectives, Boulder County Drug Task Force, SWAT team, hostage
negotiations, K-9 program, county parks and open space, field training officer, crime
prevention, community service/school resource officer and bomb technician.

The Boulder County Sheriff’'s Department also has a variety of civilian positions available.
These include Law Enforcement Technician for the Records Section or Jail Booking, and Security
Officer for county buildings.

Pt
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Deputy Sheriff Qualifications

Minimum Requirements:

. .S, Citizen

. 21 years old

»  High School Diploma or GED

«  Integrity and good judgement, demonstrated by personal, work and criminal histories
. Physically capable of performing all essential job demands of a deputy sheriff

. Patrol Only - Colorado State peace officer certification

The following will disqualify an applicant:

. Any felony conviction

. Commission of any felony, including illegal drug use, in the previous three years

. Marijuana use in the last year

o Any domestic violence conviction or restraining order

. A DUI/DWAI conviction or driver’s license suspension/revocation in the previous two
years; more that one DUVDWAL conviction in lifetime

. Falsification of information on the application or elsewhere in the process

Preferred qualifications:

. College education {criminal justice, psychology, or social sciences are most applicable)
. Bilingual (particularly Spanish)

. Work and life experiences that develop communication and problem solving skills

. Computer and typing skills

. Law enforcement, military or emergency services experience

Colorado Peace Officer Certification

Peace officer certification is obtained by attending a basic training academy and passing the
state certification exam. There are several private academies and community colleges offering
training. Academy training includes a minimum of 435 hours of academic and skills training.

Persons who are certified peace officers in other states may be eligible to recaive certification
in Colorado without completing a full basic academy. This requires successful completion of
the certification examination and meeting POST standards for skills training.

To be eligible to apply for patrol deputy with the Boulder County Sheriff’s Department,
applicants must have current certification, or a scheduled certification date. An offer of
employment will not be made for patrol deputy until basic certification is received.

The Colorado Peace Officer Standards and Training (POST) Board is responsible for issuance

of certification. For information on the requirements and the process call 303-866-5671 ar visit
their web site at http://www state.co.us/gov_dir/dol/post/psthome. htm.
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Application Process

Applications for deputy sheriff positions are accepted at all times and will be kept on file for
the next testing process. Tests are administered two or more times per year for our applicant
pool, from which vacancies are filled.

Applicants must fill out a Boulder County Sheriff's Department application and release of
information to be given consideration. Applications must be completed according to the
instructions.  Incomplete applications. or applications not received or postmarked by a
published due date will not be accepted.

Applications can be requested by contacting the Boulder County Sheriff's Department
Personnel Section at 303-441-4993, e-mail to sltsh@co.boulder.co.us, or picked up at the
Sheriff’s Department at 1777 6th Street, in Boulder, Colorado, 80302. Completed applications
should be sent to Personnel at this address.

The Boulder County Sheriff's Department has personnel standards that are higher than you will
encounter with most employers. We believe such high standards are necessary because of the
nature of our work, high level of public trust, and the legal obligations of the Sheriff.
Applicants must pass each stage in the selection process to receive further consideration.

Selection Process:
Phase |

1. Initial Screening - Upon receipt, a completed application will be reviewed for
completeness, neatness, and qualifications. After review, a decision is made whether
the applicant is eligible for further testing. Applications passing the screening will be
kept on file until the next testing process. Letters will be sent to those whose
applications are rejected.

2. Written Entrance Test - Written tests are required for all Deputy positions. The testing
covers problem solving, personality traits, and writing skills. Applicants will be notified
by mail approximately three weeks in advance of a scheduled test date.

3. Interview -Generally, applicants who pass written tests receive an interview conducted
by a panel or a team. This is to establish the applicant's integrity, document background
and assess suitability for the position. Applicants should be willing to disclose all
relevant information. The interviewers evaluate such things as communication skills,
demeanor, self-confidence, maturity and general knowledge. The interview takes
approximately 60 minutes.
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4, Polygraph Examination - Polygraphs are required for all positions in the Sheriff's
Department. Areas of inquiry include thefts from employers, serious undetected crimes,
illegal drug use, falsification of application; paying or receiving bribes; falsifying official
reports; using excessive force; alcohol use on the job, and being fired from previous
jobs. In some cases the polygraph may be done in Phase |I.

5. .. Background Inquiry - Background inquiries are thorough and will verify pertinent
information about you and your character. They will include employment history,
criminal activity, character references, credit check, prior residences, military service
record, driving history, and education verification and other investigation determined
necessary by the investigator.

Applicants who successfully pass all four parts of Phase | will be considered for a Conditional
Offer of Probationary Employment (COPE), if there is a current opening, or placed into an
applicant pool from which we draw as openings occur. Applications will be kept active in the
pool for a minimum of six months. When we have an opening, applicants in the pool will be
evaluated considering current departmental needs, overall qualifications and application date.
The department reserves the right to test and expand the applicant pool, and to consider other
candidates at any time,

Phase 11

1. Conditional Offer Of Probationary Employment - When positions become available,
the candidate best meeting the needs of the department, in the judgement of the
Sheriff's Executive Staff and affected division, will be selected. The individual selected
will be given a COPE and proceed to final testing. The COPE will be withdrawn at any
stage of the process if the applicant is deemed unsuitable for hire as a deputy sheriff.

Psychological Written Examination and Interview - Deputy applicants are required to
take a series of written tests used to measure intelligence, psychological profile and
personality traits required for the position. Applicants will also be interviewed by a
psychologist.  The results of the testing and interview will be reported to the
department,

P

3. Medical Examination - For Deputy paositions, the applicant is required to have a medical
examination with a physician of their choosing, at their own expense, to determine if
they meet the functional requirements of the position, and their overall health status is
adequate to take the Essential Job Function Evaluation.

4, Essential Job Function Evaluation - An essential job function evaluation is required of
all Deputy positions. This test is a combination of a physical assessment, obstacle
course, job function simulation and maximum physical effort testing (quarter-mile run).
This helps determine if you meet the physical demands and essential job function
requirements of the position.

(e
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Phase 11}

1.

b

Final Selection - A date to start employment will then be set if the applicant passes all
of the above described testing. Most jail deputies begin employment in “hourly”
positions, and progress to full time emplovee (FTE) as positions become available. The
pay rate is the same for hourly employees as FTE's, however benefits such as insurance
and vacation time do not begin until the employee is selected for an FTE position.
Hourly jail deputies who are performing satisfactorily will be selected to fill FTE
positions that become available, generally in the order hired.

Introductory/Probationary Period - An introductory or probationary period of at least
12 months is part of the selection process. During the introductory period employees
will be required to meet the training and performance standards of the position, An
employee who fails to meet these standards within the introductory period, may be
dismissed or reassigned.

All information provided or discovered through the selection process becomes the property of
the Boulder Sheriff's Department and will be kept confidential. The results of the testing and
investigation are confidential and will not be disclosed to the applicant, or anyone else.
Applicants should make copies of any documents before submitting them.

The Boulder County Sheriff’s Department is an Equal Opportunity Employer and welcomes
applications from women and men of all races and ethnic backgrounds.
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1999 Benefit Package

Medical/Dental Insurance

Employees have the opportunity to enroll in either a PPO (Preferred Provider Option) or an
EPO (Exclusive Provider Option) medical plan and a dental insurance plan. He/she also has
the opportunity to enroll dependents in the group insurance program.

COVERAGE | Medical Dental

County Pays Employee Pays | County Pays Employee Pays
Employee $212.26 16.91 20.54 0.00
Spouse 97.45 84.75 1.17 15.60
Children 85.21 74.09 2.08 27.79

Life Insurance

Employees have the option to enroll in a group term life insurance program. The coverage is
equal to one and one half times the employee’s annual salary and the County pays for 75% of
the premium.

Voluntary Group Life insurance

Employees and spouses may purchase additional life insurance at group rates. Dependent
children may also be covered.

Long-Term Disability Insurance

The County pays the full premium for long-term disability insurance. The policy pays a

monthly benefit of 60% of the monthly salary to a maximum benefit of $3,000/month.

Employees must work at least 75% time to be eligible.
Employee Assistance Program

The Employee Assistance Program offers a free, confidential counseling and referral service
designed to help employees and their families handle personal problems,

125 Pretax Benefit Program

This program allows you to use before-tax salary dollars to pay for the County’s medical and
dental premiums and certain health and dependent care (day care) expenses,

3
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Retirement Plan (401k)

Employees are eligible to participate in the Boulder County Retirement Savings Plan after
completion of one year of service. The County contributes 6% of the employee’s salary on a
tax deferred basis. The employee can contribute from 0 to 19% of his/her monthly salary, tax
deferred, up to a specified maximum. Several investment options are offered.

Leave Provisions

Boulder County offers paid vacation, medical leave and holidays. Eight hours per month
vacation is accrued in the first five years of employment, twelve hours starting the sixth vear
and fourteen hours starting after the fifteenth year of employment. There are eleven or twelve
county holidays per year, which includes two floating holidays.

Training

Sheriff’s deputies are provided extensive initial training, regular in service training and the
opportunity to attend advanced/specialized training. Supervisory and general employee
development training programs are offered to all County employees through Human Resources.
Computer training is programs are available through Information Services.

Credit Union

All County employees are eligible to join the Boulder Municipal Employees Federal Credit
Union,

Health Club

Boulder County Sheriff's Department employees may use the facilities at the Flatiron Athletic
Club free of charge.

Contact Boulder County Human Resources at 303-441-3508 with questions regarcding benefits,

This benefit summary is provided as information to prospective Sheriff’s Department
applicants. See the respective Boulder County employee benefit booklets for specific details.

Benefits listed apply to full time employees (FTE). “Hourly” employees are not eligible for
benefits until sefected for an FTF position.
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JOB DESCRIPTION
Deputy | -Jail

SUPERVISES:
Reserve Deputies, Volunteers, and Jail Inmates

POSITION SUMMARY: ‘

The Jail Deputy assigned to the jail is primarily a security officer. The major job emphasis is on the security aspects
of working with incarcerated individuals. This includes exercising physical control over violent and uncooperative
inmates; breaking up fights and restraining violent and uncooperative inmates; booking of prisoners which
includes taking fingerprints and photos and conducting strip searchers; hand cuffingand escorting prisoners to and
from court; writing reports and testifying in court.

Working varying shift assignments with varying days off is required to provide staffing twenty-fourhours a day,
seven days a week, including recognized holidays. Shifts and days off are bid for on a seniority basis. Working
overtime is frequently required. Minimal restriction{inon-compensable) on-call is required once a month,

in some positions, deputies must carry a firearm which will required them to maintain qualification and training
standards with the firearm. Some assignments (fransport) requires motor vehicle operation. Approximately twenty
percent of the job involves some formal and informal counseling with prisoners.

On accasion, appropriately qualified Jail Deputies may be required to perform similar job functions which are
normally required of Patrol Deputies, i.e., extra duty events, riovcrowd control response, searches for suspects
outside the confines of the jail, augmentation of the patrol force during major criminal events or natural disaster
and catastrophic events such as floods, wind storms and forest fires,

DUTIES AND RESPONSIBILITIES:
The duties require all the assignments listed below on a rotating basis.

1. Module Assignment - Works directly with prisoners in the individual living areas, seeing to it that they
are fed; that the modules are kept clean; escorts prisoners throughout the facility and that interpersonal
conflicts are constructively resolved,

2. Booking Assignment - Books in arrestee, takes photos and fingerprints; conducts searchesand inventories
property as well as providing a brief orientation to new jail residents.

3. Court Assignment - Escorts prisoners to and from court and briefs them on what will take place.
Responsible for providing courtroom security and filling out assorted court paperwork.

4, Master Control Assignment - Waiches video monitors within the jail to detect unauthorized movement.
Responsible for controlling the jail's interior and perimeter security systems.

5. Transport Assignment - Transports prisoners to and from other agencies, medical and dental facilities,

6. Specific individuals after additional specialized training are subject to hazardous duties, i.e., Hostage
Negotiation Team, Hazardous Material Team, etc.

QUALIFICATIONS:

Must be 21 yvears old and United States Citizen.
Must not have any felony convictions. Committed no felonies, including illegal drug use, in the past three years.
Must not have any domestic violence offense related convictions or domestic viclence related restraining orders

in effect. Must not have any DUVDWAIL convictions or drivers license suspensions or revocations within 24

9
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months of application or more than one DUYDWAI conviction in lifetime. Must not have used marijuana within
one year of application. A history of excessive use of illegal drugs, or other offenses could disgualify an appliant.
Must have a good driving record.

Education and Experience;

HMigh School Diploma or equivalent(G.E.D.) required. College Degree in the Behavioral Sciences preferred but
not required. Corrections, jail or law enforcement experience is helpful but not required. Bi-lingual skills in
Spanish is desired but not required.

Knowledge, Skills, and Abilities:

Must be able 1o complete departmental jail officer training program. Must have ability to accurately perceive,
soundly reason, and correctly judge situations, occurrences and circumstances.  Must possess good
communications skills and be able to express clearly and precisely, orally and in writing, Must have a great deal
of initiative and tenacity to actively influence events rather that passively accepting them. Must have a proper
degree of stress-tolerance, including stability and the ability to perform under pressure. Must have the personality
traits conducive to working with superiors, peers, subordinates, and members of the public from all socio-
economic and cultural backgrounds. Must possess the following personality traits: Maturity, honesty, integrity,
adaptability, sensitivity, compassion, common sense, good self-esteem, patience, wisdom, reliability, self-
discipline, creativity, fortitude, assertiveness, pride in work, initiative, dedication to public service, and problem
solving skills. Must be a resident of Colorado and possess a Colorado Driver's License at the time of appointment

PHYSICAL DEMANDS OF THE POSITION

1. VISION: Dual vision is not required. Single eye 20/20 vision, natural or corrected, is acceptable,
Minimum peripheral vision for single vision is 90° on the ear side and 70" on the nose side. Frequently
uses peripheral vision to observe and manitor multiple persons and activity. An individual with single
eye vision must adequately demonstrate the ability to compensate for their restricted peripheral vision
with increased scan abilities. Dual vision is required if the Deputy is in a job assignment that requires
driving a Sheriff's Department/County vehicle.

[

HEARING: Dual hearing is required. Good hearing is required in performing a majority of the tasks.
Jail Deputies are constantly required to listen to multiple audible inputs simultaneously such as portable
radio conversations, telephone conversations, conversations with inmates or other, noises within the
housing units. Frequently listens for audible alarms. Occasionally must hear inmates verbally
calling/velling for help from a distance of fifty feet.

3. SENSE OF SMELL: Intact. Occasionally uses olfactory sense to detect illegal use of drugs or chemicals.
Occasionally uses the olfactory sense to evaluate the presence of toxic vapors, smoke, and fuels.

4. SPEECH: jail Deputies must have the ability to speak and understand English clearly within normal
parameters. Constantly uses voice to communicate with other officers, professionals, prisoners, and the
public in person and by telephone and two way radio. Clear diction and audible volume is required.
Frequently verbally directs inmates and citizens using a louder that normal speaking voie. Occasionally
must talk or yell while wearing a gas mask or self contained breathing apparatus.

1

SITTING: Sitting is performed on an occasional to frequent basis while in the module and booking areas.
The actual amount of sitting varies on a daily and shift basis. Individual preference also influences the
amount of sitting as compared to standing. While warking in master control, the deputy will sit constantly
but with the option to select a standing posture if preferred.

6. STANDING: The amount of standing performed by a deputy inthe module and booking areas will vary

according to individual preference of sitting or standing. While working in master control, a deputy could
choose to stand as apposed to sit while performing hissher duties. This is done on a constant basis.
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10.

11.

14.

WALKING/RUNNING: Walking is performed on a constant basis when working as a module and
booking deputy. Once per shift a perimeter checkis completed involving 1 Deputy walking around the
outside perimeter of the jail. The distance covered is approximately 1/3 mile. The maximum distance
deputy would have to run inside the jail is approximately 1200 feet(1/4 mile}.

Daputies are required to demonstrate the ability to complete a maximum effort essential job function

- evaluation in the form of an obstacle course of running a distance of approximately 300 feet from a sitting

position in a motor vehicle, up and down two flights of stairs, climb a six foot step ladder, crawl through
a 2 foot diameter 12 foot long tube, and return to a sitting position in the car.

Deputies are required to demonstrate the ability to run 1/4 mile in 126 seconds + /~ 36 seconds.

LIFTING: The Jail Deputy position is categorized at the Medium Level for the Physical Demands
Characteristics of Work. Deputies may be required to {ift all the items listed in Appendix A. Deputies
may also be required to lift and carry an impaired or combative individual from 20-30 horizontal feet in
booking on a occasional basis.

Deputies are required to demonstrate the ability to lift a 35 pound object from the ground to the height
of 60 inches and place the object on a shelf.

CARRYING: The items listed in Appendix A under Lifting are also carried with the samefrequency. The
maximum distance carried can be up to approximately 1000 feet, except for the airpacks which are womn
on the back. These may have to be cared throughout the facility during training or emergencies. A duty
belt and 2-way radio are also carried and worn constantly weighing approximately 8.5 pounds.

Deputies are required to demonstrate the ability to carry 60 pounds a distance of 25 feet.
PUSHING: Food carts and doors are pushed on an occasional basis. Table, chairs, laundry carts and a
gurney are pushed on a seldom basis. Pushing a gurney requires a force of 30 pounds over a distance

of 225 to 300 feet. Pushing a car may be required on an seldom fo occasional basis.

Deputies are required to demonstrate the ability to push a 350 pound sled a distance of § feet{simulates
car push @ 132 pounds of force).

PULLING: The items listed above under pushing are also pulted on an occasional basis with the same
force requirements.

Deputies are required to demonstrate the ability to pull a 155 pound bag a distance of 25 feet{simulates
a body drag).

STOOPING/BENDING: Stooping is performed on a frequent basis in the module area when performing
various tasks throughout the day. Those tasks that specifically require stooping include lifting/carrying
restrained individuals, talking/handing mail to inmates through food ports, and conducting a cell and pat
down search. Stooping is performed on an occasional basis in booking when performing pat down
searches. Stooping is seldom performed in master contral.

CRAWLING: Crawling is only done during cell searches/shakedowns on a seldom basis and only for a
short distance, such as checking under beds or counter tops.

Deputies are required to demonstrate the ability to craw! through a 2 foot diameter, 12 foot long tube.

CLIMBING: Climbing stairs in performed on an accasional to frequent basis when completing room
checks inside the inmate modules, every 15 to 30 minutes. This requires ascending/descending 1 flight

11
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DEPUTY SHERIFF'S MERIT SERVICE COMMISSION 9IAIL34-5
APPLICATION FOR THE POSITION OF

CORRECTIONAL OFFICER

PHRIOR TO SUBMITTING THIS APPLICATION FORM, APPLICANTS SHOULD
CAREFULLY READ THE ATTACHED BROCHURE

NAME ! /
Last First Middle Initial Social Security Number
ADDRESS f
Street. Apt # Home Phone Work Phons
City State Zip Other: mobile, pager, fax
BASIC REQUIREMENTS
®  Mus? achieve 2 passing score on the ENTRY WRITTEN TEST required by the Utah P.0O.5.7. Academy.
® At least 21 years of age by the proposed date of hire {see brochure Section IV ~ Qualifications),
®  Must be a U8, Citizen.
B High school diploma or equivalent {GEDL.
®  Valid Utah Driver's license at time of employment,
B No DUt conviction in-past four years,
w. - No disqualifying eriminal history.
B Must be a resident of State of Utah at the time of hire.
]

Must successfully pass a comprehensive background investigation including financial, criminal, drug and alcohol review, and
polygraph exam.

YOU MUST ATTACH DOCUMENTATION TO THIS APPLICATION SHOWING THAT YOU HAVE PASSED THE ENTRY WRITTEN TEST:
REQUIRED BY THE UTAH P.0.S.T. ACADEMY fscores tequired) OR THAT YOU HAVE TAKEN THIS TEST BY THE APPLICATION.
DEADLINE LISTED BELOW liscept roired) CANDIDATES ARE STRONGLY ENCOURAGED TO TAKE THIS TEST BY NO LATER THAN,
W0 WEE ; s THE APPL eI K INE (see Brochure).

| have read and meet ALL of the qualifications for the position as set forth in the APPLICANT INFORMATION BROCHURE and | certify
that ail statements made on this application are true and complete and that any migstatement of material fact may subject me to disqual-
ification or dismissal, I understand that i hired, | must sign an agreement to repay the cost of wages and benefits paid dudng the
training academy if 1 resign prior 1o the agreed employment commitment {see details in brochure).

SIGNATURE DATE

EQUAL EMPLOYMENT OPPORTUNITY INFORMAITON
information requested is voluntary, Data will be used for alfirmative action purpeses. Failure 1o anwer will not subject applicant to
adverse treatment.
MALEQ FEMALE O AGE: Under 400 40-48 0 50-58 O Over 80 0

White 03 Black 3 Higpanic O Asian or Pacific lslander O American indian or Alagkan Native 3

RETURN FORM TO SALY LAKE COUNTY PERSONNEL, 2001 So. State Street #N4800, S8LC, UT 84180-3150
{801) 468-2351 FAX 488-2172

APPLICA 77{7# DE#BLINE
WPORT?\NT Glﬁﬂlﬁ.‘ : "

RE APPLYING FOR

Maviﬁ, 1859, -S:im '-9..-m. L September 29, 1888, 5:00 p.m.

QVER
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(9DIATLI4-5

OR F MERI E
ATl Q Vv

P.O P i
Individuals who request a waiver for the P.0O.8.T. Physical Fitness Test MUST compiete this form and return it
WITH DOCUMENTATION, to the Merit Cormmission Office with their application.

R . request a waiver of the P.O.8.T. physica! fitness test and certify that
{print}

Check the Appropriate Category:

O 1 am Correctional Officer Certified or Correctional Officer Certifiable (* proof of graduation from the P.O.S.7.
Academy is required).

{1 | have passed the test at the 40th percentile or greater through a qualified agency since {S8EE BELOW)

1* Proof of passing is required. Documentation MUST include the date of testing and proof of passing at the
40th percentile or better.)

0 BECRUITMENT 3 QUALIRED ON/AFTER: T3 RECRUITMENT 4 quaurien OnfaFTer: [ BECRUITMENT 5 QUALIFIED ONJAFTER:
May 1.1828 July 1.19988 Boptember 1, 1998

* {f you have passed the test when participating in an examination with the Salt Lake County Deputy
Shariff’s Merit Commission and want 10 waive the test, please indicate by placing a check in the space
provided below and you will not be required to attach documentation.

{ have passad the physical fithess test for the Salt Lake County Deputy Sherift’s Merit Commission. Indicate which
position you tested for and when:  Comectional Officer 0 Deputy 3 Drate Tested

SIGNATURE - DATE
B-PAD VIDEO SIMULATION

individuals who request a waiver for the B-PAD video simulation test MUST complete this form and return it 1o the
Merit Commission Office with their application.

i

i, , request a waiver of the B-PAD VIDEQ SIMULATION test since | have
{print}

passed the test for the Saft Lake County Deputy Sheriff's Merit Commission since {SEE BELOW]).

0 RECRUITMENT.Z cuaurieo on/arre: O RECBUMTMENT 4 auaurep on/arter: O SECRUITMENT & OUALFIED ON/AFTER:
May 1. 1998 July. 1..1238 September 1, 1888

Please indicate which position you tested for and when: Correctional Officer 3 Deputy Q Date Tested

B

SIGNATURE DATE

PREFERENCE POINTS
In order to receive Veteran's, education or Sheriff's Office Employee preference, you must
complete the attached Preference Points Application and submit it with your application.
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PREFERENCE POINTS APPLICATION

DATE POSITION: CORRECTIONAL OFFICER

F YOU CLAI PREFERENCE POINTS, FILL OUT THE FORM BELOW AND RETURN IT WITH YOUR APPLICATION

MARE . SOTIAL SECURITY NO. -
Legt Firgt

SHERIFF'S OFFICE EMPLOYEE

Check appicable category below:
RESERVE/SEARCH & RESCUE STATUS dzs possibie
In erder to receive credit in this category, the aspplicant muss be & current
sworn volunteer with the Saft Lake County Sheriff's Office and have served
in this capacity for at least one year {2.6% of total possible score)

ALL FULL-TIME SHERIFF'S OFFICE EMPLOYEES W 5 possivie
Must be currently employed full-time by the Sait Lake County Sheriff's Office
ang have completed probation 5% of toral possibie score)

ERUCATION CREDIT
To receive credit for education, you MUST attach a copy of your degree.
Check applicable category halow:

Bachelor's degree - any field {5% of total possible score) Us possibie
Associate’s degree in criminal justice or law enforcement-related (2.5% of total score} dz2s possible
VETERAN & PREFERENCE

¢ [ndividuals cleiming veterans’ preference MUST attach a copy of their DD214 with this form in order to verify
dates of service and lype of discharge.

& [pdividuals claiming sueviving spouse preference must provide a fetter from the Veterans' Administration
verifying elgibility for such preference.

® [ndividuals claiming disabled veterans” preference must provide proof of service connected disabiiity.

Check applicable category below.

1. Served active duty st least 30 days - honorably separated (8% of total scora) W 5 possible
2. Incurrad service related injury regardiess of time of service (5% of total score) s posséhig ]
3" Unmarried widow or widower of a gqualifying Veteran (8% of total score) Uds possible
4. Disabled and has served on active duty and has been separated or o possible

retired under honorable conditions and has established the present
existence of 8 service connected disability or is receiving compensation,
disahility retirement benefits or pension {10% of total score}

NOTE: APPLICANTS WILL RECEIVE CREDIT IN ONE CATEGORY ONLY
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SHERIFF AARON KENNARD ENCOURAGES ALL PERSONS WHO MEET THE BASIC

REQUIREMENTS AND ARE INTERESTED IN A CAREER IN CORRECTIONS TO APPLY FOR THIS
POSITION.

The information contained herein should answer most of your questions concerning:

¢ Qualifications

@ Testing

@ Hiring procedures

® The nature and conditions of employment

CONTENTS
SECTION | INTRODUCTION . ...... ... ... ... ..., 1
SECTION Il CAREER OPPORTUNITIES .................... 1
SECTION i HOW DO | BECOME A CORRECTIONAL OFFICER .... 2
SECTION v QUALIFICATIONS . ........ ... .. ..., 4
SECTION V EXAMINATION SCHEDULE ................... 6
SECTION VI MERITEXAMINATION . .. .................... 7
SECTION Vi CERTIFIED REGISTER ...............ccuu.... 9
SECTION vill PREFERENCEPOINTS ...................... 10
SECTION IX DUTIES AND NATUREOFWORK .............. 11
SECTION X SALARY AND BENEFITS .................... 12
SECTION XI APPLICANTS REPAYMENT AGREEMENT ......... 14
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SECTION{ INTRODUCTION

All applicants for the position of correctional officer are processed by the Salt Lake
County Deputy Sheriff's Merit Service Commission. The Commission is a three-person
Board, appointed by the Salt Lake County Board of Commissioners, to serve a six-year
term. The Merit Commission is charged with administering and implementing the
provisions of the Utah Code related to Salt Lake County peace officers, The day-to-day
administrative functions, including testing, are performed by the Merit Commission
Executive Director and Coordinator and the Sheriff’s Office Human Resource Manager.

The basic function and role of the Merit Commission is to:

®  Select, promote and retain deputy sheriffs and correctional officers in the Sheriff's
Office on the basis of merit through a system of impartial and objective
examinations.

® Provide a career service by offering advancement within the service whenever
practicable and by protecting the tenure of employees who demonstrate continuing
efficiency and satisfactory performance.

® Provide a modern system of merit administration in which fair and impartial
treatment is accorded regardless of race, religion, color, gender, national origin,
political affiliation, personal consideration, or any other non-merit factor.

in performing these functions, the Merit Commission works closely with the Sheriff's
Office.

SECTION Il CAREER QPPORTUNITIES IN CORRECTIONS

During the past several years, the Salt Lake County Sheriff’'s Office correctional system
has experienced considerable growth. This growth will accelerate over the next few
years, thus creating excellent opportunities for both hire and promotion. In addition to
the growth in numbers, there has been a corresponding emphasis on professionalism.
Sheriff Kennard is committed to creating a correctional environment in which the highest
standards prevail, including continual training and education. If you are interested in a
career in corrections and want an opportunity for growth and development, we
encourage you to apply for this position. -

PPORTUNI R /

What are the chances of becoming a correctional officer in Salt Lake County? This
depends on two factors: (1) the number of persons competing for the position; and (2)
the number of persons actually hired. it is impossible to state exactly how many new
correctional officers will be hired during the next year. Such factors as the number of
retirements and terminations, whether new positions are created by the County
Commission, and other unforeseen circumstances make even approximate estimates
difficult. We are estimating that 200 candidates will be hired from these recruitments.

NOTE: You should NOT apply tor-a corrections position if you merely see this position 85 an :INTERng
STEP TO BECOMING A DEPUTY SHERIFF, The position of deputy sheriff.is recruited for and 'ﬁiiedj
‘through a separate recruitment testing process. R ' : &
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SECTION I, HOW DO

OM

This section lists in chronological sequence the steps that are involved in becoming a
correctional officer.

Candidates must attach to the application form documentation which shows they have either
achieved a passing score on the ENTRY NATIONAL PEACE OFFICER WRITTEN TEST or a receaipt
from the testing agency which shows the candidate has taken the test by the date of application.
The passing scors is a minimum qualification for admittance to the Utah P.O.S.T. Academy. The
test is administered at the following locations on an ongoing basis: ‘

Bridgeriand Applied Technology Center Davis Applied Technical Center
1301 North 600 West B850 East 300 South

Logan, Utah 84321 Kaysville, Utah 84037

{435} 750-3188 {801} 583-2580

Dixie College Admissions Testing Center Utah Valley State College

225 South 700 East 800 West 1200 South

St. George, Utah 84770 Orem, Utah 84058

{435} 652-7692 {801) 222-8268

College of Eastern Utsh Testing Center Weber State University Testing Center
451 East 400 South QOgden, Utah 84408

Price, Utah 84501 {801} 626-6804

(801) 537-2120 Ext. 5325

* Salt Lake Community College Skill Center
1575 South State Street, Bm. 124
Salt Lake Chy, Utah 84115
{801) 957-3249

it is the responsibility of the candidate to contact one of these agencies, other than the Salt
Lake Community College, to schedule a test date. Candidates must pay $25.00 sach time the
test is taken and must have picture identification,

¥ The test is administered at the Salt Lake Community College Monday through Thursday at
6:00 p.m. Candidates must arrive at 5:30 p.m. to sign-up and pay the fes,

NOTE: Candidates who have not previously taken the test are strongly encouraged to take
this test no later than two weeks prior to the apolicati sadling 1o allow time for
scoring the exam and receiving written notice of score (see table below). Candidates
who submit a receipt showing they have taken the test by the date of application will
be scheduled for further testing. Candidates who successfully pass the physical
titness test and B-PAD, will be scheduled for an oral interview; however, i
documentation showing a passing score on the written test is not submitted by the
candidate on or before the date of the candidate’s Oral Interview, no interview will be
held and the application will be forwarded to the next recruitment period.

B @5 on e

RECRUITMENT 3 | RECRUTMENTS

v e et , 1

Only those candidates who meet the minimum gualitying standard for the test will qualify to participate in
the next phase of the selection process.
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QQ&M&MQ&LMQQ@QM Following the application deadline and

successful completion of the written test, candidates will be required to achieve
a passing score on the following tests: PHYSICAL FITNESS TEST, VIDEO
SIMULATION and ORAL INTERVIEW. Candidates who successfully complete
these tests will be placed on a certified hiring list.

wuccessiully pass background iny jation. All candidates who are placed on
a certified hiring list will be required to complete a comprehensive background
investigation that includes a polygraph test. Only candidates who meet qualifying
standards will be maintained on the certified list.

Hiring procedure. When vacancies become available, the Commission certifies
to the Sheriff the highest ranked names for each opening. The Sheriff may select
any of the persons so certified. Note that a candidate is not guaranteed employ-
ment even thouagh he/she is in the top position when a vacancy Qcours,
Individuals who are not selected remain on the hiring register for reconsideration
when additional openings occur, unless removed for cause or until a new merit
register is established.

Medical Evaluation. As a condition of employment, candidates will be required
to successfully complete a medical examination performed by the County
Physician. Candidates who fail to qualify in this area (see Page 5} will be dropped
from the certified list.

Repayment Agreement. Professional Certification is a requirement for this

position. Persons who do not have prior certification as a correctional officer from
Utah Peace Officers Standards and Training (P.0.5.7.), will be required to sign
an agreement of repayment on the first day of hire. The agreement states that
the Salt Lake County Sheriff’s Office will pay the cost of the academy, wages
and benefits while the candidate attends the Corrections Academy.

The agreement requires that a person who has some certification by Utah
P.O.S.T. (Mod 1 or Mod 2) must agree to work for twelve months or repay the
value of wages and benefits while attending the academy, prorated based upon
the length of time worked prior to leaving. The agreement requires that a person
who has no certification must agree to work for twenty-four months or repay the
value of wages and benefits while attending the Mod 1 and Corrections
Academy, prorated based upon the length of time worked prior to leaving.

Probation. All newly hired employees must successfully complete all Utah Peace
Officer Standards & Training (P.0.S.T.) requirements as a condition of continued
employment. Upon graduation from the P.0O.S.T. Academy all correctional officers
serve a six-month probationary period. Following the successful completion of
this probationary period, the employee is accorded all status and rights of an
officer covered by the merit system.
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SECTION IV QUALIFICATIONS

Only candidates who meet all of the necessary requirements should apply for this position.
1. BASIC REQUIREMENTS

Age - Applicant must be at least 21 vears of age as of the proposed date of hire.

'RECRUITMENT 3~ | RECRUITMENT5 |
Proposed Date.of Hire | Proposed Date of Hire
August 16, 1999 November 16, 1999 danuary 24, 2000

Education - Must have a high school diploma or equivalent (GED) at the time of
application.

Driver's license and driving record - Must be in possession of a valid driver's license

and must obtain a Utah driver’s license at the time of employment.

Must be a permanent resident of the State of Utah at the time of employment,

.8, Citizenship - Must be a citizen of the United States by the application deadline.

Criminal Violations - Must not have been convicted of a crime for which the applicant
could have been punished by imprisonment in the federal penitentiary or by
imprisonment in the penitentiary of this or another state and shall not have been
convicted of an offense involving dishonesty, unlawful sexual conduct, physical
violence, or the uniawful use, sale, or possession for sale of a controlled substance.
Expungement of felony convictions obtained in this state or any other jurisdiction shall
be considered for purposes of hiring.

Crimes Involving Dishonesty - Applicants who have been convicted of or involved in

crimes of dishonesty may not be allowed to make*appﬁcation 1o attend a basic peace
officer training program or receive peace officer certification prior to four years from
the date of the conviction or involvement.

Crimes Involving Unlawful Sexual Conduct - Applicants who have been convicted of or

involved in crimes of unlawful sexual conduct shall not be allowed to make
application to attend a basic peace officer training program or receive peace officer
certification prior to four years from the date of the conviction or involvement.

Crimes Involving Physical Viclence - Applicants who have been convicted of, or involved

in crimes of physical violence shall not be allowed to make application to attend a basic
peace officer training program or receive peace officer certification prior to four year
from the date of conviction or involvement,
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Driving Under the Influence (DUl - Applicants must not have been convicted of a DU

within the previous four (4) years beginning with the date of conviction to:

RECRUITMENT 3  RECRUITMENTS
August 1. 1999 Seplember 1. 1999
Use of lllegal Drugs - The use, conviction or possession of unlawful controlled
substances requires a two or five year waiting depending on the type of substancels)
involved.

l Marijuana

Am;:;he:tza;minalesz.é not injecied

Anabolic Steroids

Hashigh

Heroin Toluene Cocaine PCP Percodan

Tai Sticks Crack Barbiturates, injected Cuasludes Crank

Morphine LSD Amphetamine, injected | Mescaline Peyote

Opium Demoral . Methadong Psilocybin/mushroom

e e e e i

Indebtedness - Recent problems that reflect either poor judgment or lack of integrity will
probably result in disqualification.
2. MEDICAL AND HEALTH REQUIREMENTS — Applicants who are offered employment,

must undergo and successfully complete a medical examination by a County physician.

{a) Specific Qualifications

Weight Requirements — Candidates who are overweight, to the point of inability to
perform essential duties will be disqualified. Such assessment is made by the County
physical in consultation with Sheriff's Office staff.

Drugs and Alcohol — Any applicant who is addicted to the use of intoxicating liquors
or narcotics or habit forming drugs will be disqualified.
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Evesight — The applicant's distance vision should be correctable to 20/30 in each
eye and not less than 20/200 uncorrected. The applicant’s near vision should be
correctable to 20/40. Successful candidates cannot be colorblind.

Blood Pressure — Persons with persistent blood pressure above 140 mm. systolic
and 80 mm. diastolic will be disqualified.

{b} General Disqualifiers

{1} An inability or difficulty in performing the essential duties of the job.
{2} The need to make unreasonable and extraordinary accommodations.
{3) A safety hazard to self or others.

THE MERIT COMMISSION RESERVES THE RIGHT TO MODIFY THESE QUALIFYING STANDARDS.

The testmg process is des:gned to evaluate the candidate’'s qualifications and
competence in the following areas. Only applicants who demonstrate a high level of
competence in each of these areas will be considered for hire:

a.

b.

C.

d.

Communication Skills - Ability to read, write and speak English and the ability to
listen effectively.

Interpersonal Skills - Ability to relate effectively with all kinds of people in a wide
variety of situations. Is cooperative and sensitive to the needs of others,

Problem Solving Skills - Ability to exercise good judgment and common sense in
performing regular duties, and in pressure and stress situations.

Integrity - Must be honest and ethical in everyday dealing and demonstrate reliability
and dependability in performing job assignments and other obligations.

SECTION YV EXAMINATION SCHEDULE
Candidates who have passed the P.0.8.T. written test or submitted a receipt showing they
have taken the test by the date of application will be scheduled for the Physmai thness Test

scheduled to occur the Saturday foi!owmg the apphcanon deadline (o
wm be sent. regardmg the phyrs:g

the testmg prccess w:li be notiﬁed by max!. Below is the tentative examination schedule:

TEST COMPONENT |  RECRUITMENT3 |  RECRUITMENT 5
Physical Test Sawrday?Mav:ﬂ. cy fSawrday October 2
B-PAD Video Simulation | Méy?ﬁ»‘l? ‘ _ | . Ocmbar 5-8
Qral interview ‘May 24-28 . ; Gcwber_ 19-22
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SECTION VI MERIT EXAMINATION

Below is a description of each of the examination components.

1.

WRITTEN EXAM

The National Peace Officer Selection Test (NPOST) (developed and scored by Standard
and Associates) is administered by the educational institutions outlined in Section HI.
Sept 1. This written test is a multiple-choice, true/false, short answer test that lasts

approximately one hour and 25 minutes. The test is designed to assess the candidate’s
skills in the following areas:

* MATHEMATICS : e  GRAMMAR
®  READING COMPREHENSION ® INCIDENT REPORT WRITING

Candidates must achieve a score of 70 percent or higher in each of the four areas in order to
pass.

PHYSICAL FITNESS TEST
Candidates are required to achieve a score reflecting the 40™ percentile on each of four
exercises. This is a PASS/FAIL test which includes the following exercises:

SIT AND REACH MEASURES FLEXIBILITY

PUSH-UPS MEASURES STRENGTH

SIT-UPS MEASURES MUSCLE ENDURANCE

1.5 MILE RUN MEASURES CARDIOVASCULAR FITNESS

7%’ %
R e PR

A

* This test will be waived for candidates who are correctional officer certified or

correctional officer certifiable or for candidates who have previously qualified by
the dates shown below:

S P N
R \?-:?(‘%ZRXXK%*K

1 ’é"\

5

In order to assist in preparation for the physical fitness test, the minimum qualifying
score {4Q™ percentile) for the following four exercises is being provided:
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20-29 16.5 a8 20 12:51

e et R e

30-33 15.5 35 i8 13:36
40-49 14.5 28 13 14:29
50-59 13.8 24 12 15:26
6O+ 12.5 i8 12 18:43
FEMALES
: . = o R
AGE SIT & REACH . OHE MINUTE 4 CONEMIUTE - CLEMLERUN
_{inchagy . " L STEUR o PUBHAIR o iy 8

20-29 19.5 32 G 15:28
30-39 18.5 2 7 15:57
40-4¢ 17.5 20 8 16:58
50-59 17.0 14 & 17:54
80+ 15.5 6 & 18:44

B 524 LR L U Y oilAl FUNE BLUALIFI i b
During the probationary period sach candidate, who is not Utah stats Correctional Officer certified or
cartifisble, will be required to pass the physical {itness test:

g5

1. During the first week of employmant at or above the 40" parcentile as a part of the pre-testing.
2. During the Academy "mid-term” test at the B0™ percentile or levels that show some improvement.
3. During the Academy final test must pass at or above the 50™ percentile.

20-29 172.8 40 - 30 12:12
30-39 16.5 38 24 12:51
40-48 18.8 31 18 13:863
50-58 14.8 26 17 14:88
B0+ C 1S 20 17 18:07
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2.

VIDEO SIMULATION EXERCISE (B-PAD) -

This test requires the candidate to view a series of law enforcement related
scenarios on a video screen. Each scenaric contains a problem that must be
dealt with such as a hostile or emotionally distraught person. Individual
responses to the scenarios will be recorded on a video tape which will be
reviewed and scored by a panel of raters. The highest ranked candidates on this
exercise will be eligible to participate in the oral interview.

This test will be waived for candidates who have previously qualified with
the Salt Lake County Deputy Sheriff's Merit Service Commission as of the
following dates:

3. ORAL INTERVIEW
In this interview, the candidate will be required to submit a standardized
résumé and will be asked about their past accomplishments and achievements.
Candidates will also be required to respond to several "behavioral incident”
questions. A behavioral incident refers to an actual incident of the candidate's
behavior that is designed to assess the candidate's problem solving and
interpersonal skills,

SECTION Vil CERTIFIED REGISTER

Candidates who successfully complete the oral interview will be placed on the certified list in
order of their respective scores. Test scores will be based on 100 points weighted as follows:

Written Test 20
B-PAD Video Simulation 40
QOral interview

BRI OE O IION
e

Preference Points
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SECTION VIl PREFERENCE POINTS

Candidates who successfully complete the oral interview are eligible for preference points as

follows:

. -

{must have satisfied all requirements for a Bachelor's degree at an
accredited college or university)

ASSOCIATE DEGREE IN CRIMINAL JUSTICE
{must have an Associate degree in criminal justice or a law enforcement
related area)

Eull- time emplovees five (B)
{must have successfully completed probation)
Part-time/sworn volunteers two and one-half (2%)
{must have served at least one vear}
EDUCATION CREDIT
BACHELOR'S DEGREE five (B}

two and one-half {2%)

1. Served at least 90 days or was a member of a reserve component who
served in a campaign or expedition for which a campaign medal was
authorized and who has been separated or retired under honorable
conditions

2. incurred service related injury regardless of time of service

3. Disabled veteran with any percentage of disability or a purple heart
recipient

4. The unmarried widow or widower of a veteran

five {5) points

five {B) points
ten {10} points
the same points the

qualifying veteran
would have received

In order to receive Veteran’'s, education or Sheriff's Office Employee preference, you
must complete the Preference Points Application and submit it with your employment

application {Application for the Position of Correctional Officer).

10
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The position of correctional officer encompasses many varied job assignments. The
member will be required to assume the responsibilities and duties of, and functions in
all of the correctional officer positions. Such positions would include: Booking officer,
tank and printing officer, floor officer, control room officer, clothing room officer, etc.

Specific Duti

1.

@ N oo s

9.
10,
11.
12.
13.
14.
15.
16,
17.
18.

Recsive and safely keep all persons duly committed to the County Jail.

File and preserve all commitments by which persons are committed.

Keep a record of each prisoner showing name, age, place of birth, and description of said
person.

Maintain Jail financial records of prisoner funds.

Detain persons enumerated in the State Laws {17-22-4 UCA).

Deliver judicial papers directed 1o a prisoner.,

Compute release dates from commitments and orders of the Court.

Segregate prisoners according to established classification and administrative procedure.
Serve as Bail Commissioner {to set bail and authorize release of inmates).

Fingerprint prisoners according to the law and acceptable procedures.

Fulfill all legitimate orders and commands from supervisory personnel,

Record in writing any occurrence in the Jail during tour of duty.

Learn and follow the policies and procedures of the County Jail.

Operate electric/mechanical doors on tiers and celis.

Operate electronic/video security system.

Enter information into and operate computer terminals.

May be required to perform some limited medical functions.

May perform bailiff and transportation duties.

Since the jail is always in operation, correctional officers are likely to be assigned to shift work

much of their career. THE ACCEPTABILITY OF SHIFT WORK 1S A CONDITION OF
EMPLOYMENT.

11
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No contract exists between Salt Lake County and its employees with respect to
salaries, salary ranges or employee benefits, Salary, salary ranges, and benefits
may change as a result of market surveys, job analysis, availability of funds or
changes in County policy.

ENTRY SALARY SCHEDULE
January 1, 1999

The salary structure for the entry position consists of 12 steps that include a 2.75
percent increase for sach step. Each step after step 1 {the starting salary}
corresponds 1o one year of service.

2,258 2,320 12,384 12449 12,617 {2,586 { 2,657 | 2,730 2,805 2882 ! 2,962 | 3,043

—-!-..n-’--.‘ """""" u-‘! """"j

14.52 | 14.91

Employees with prior equivalent correctional officer experience, may start at a salary
higher than step 1. The basic formula is that the employee is credited with one step
on the plan for every two years of prior credited experience. Advancements o the
rank of sergeant, lieutenant and captain are based on competitive merit examinations.

SERGEANT — $4,214 {maximum) LIEUTENANT — $5,095 (maximum)
CAPTAIN — %5,835 {maximum)
UNIFORM ALLOWANCE

Employees receive a $100 per month uniform allowance for the first vear of
employment and $75 per month theraafter.

EDUCATION INCENTIVE PAY
in order to promote professionalism in law enforcement, sworn personnel will receive
a monthiy incentive payment based on the highest degree held.

Master's degree, any field $75.00

Bachelor's degree, any field $50.00

Associate’s degree, any field $25.00
12
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BENEFITS

Insurance
The County offers a comprehensive program of medical and dental benefits and life
insurance for every full-time employes.

Vacation is accumulated monthly during the first eight vears of service, at a rate of
one day per month or twelve days per year. From eight to sixteen years of service,
vacation is accumulated at the rate of one and one-half (1%} days per month or
eighteen {18} days per year. Officers with over sixteen years of service accumulate
two (2) days per month or twenty-four {24} days per year. Vacation may be accrued
up to forty {40} days.

Sick Leave
Sick leave is accumulated at a rate of one day per month or twelve days per year.
There is no limit on the amount of sick leave that may be accrued.

Retirement

Correctional officers participate in the Utah Public Safety Non-Contributory Retirement
System. The final average salary is used in calculating the monthly retirement
allowance, which is the monthly average of the highest three years of salary. The
County pays for the retirement beanefit.

The basic formula for determining a retirement allowance is two and one-half (2%}
percent of FAS {final average salary) times years of public safety service {limited to
20, plus two (2} percent of FAS for each year of public safety service over 20 years,
up to 30 vears.

You are eligible for retirement benefits:

¢ at 65 or older with four (4} vears of service
® at 60 or older with ten {10} years of service
e if you have twenty (20) or more years of service, regardiess of age

Members receive credit for any part of year of public safety service they have worked,

Disabili
Disability coverage is provided under a long-term disability insurance program. The
program provides a benefit equal to two-thirds of the individual's regular monthly
salary {less social security, worker's compensation and similar reductions}. A five
month elimination period is required as well as mandatory rehabilitation training
participation. Violent, line-of-duty disability increases the benefit level to 100 percent.

13
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SECTION XI  APPLICANTS REPAYMENT AGREEMENT

Professional Certification is a requirement for this position. Persons who do not have
prior certification as correctional officers from Utah Peace Officers Standards and
Trammg {P.Q.8.7.}, will be required to sign an agreement of repaymem: on the fzrst day

The agreement requires that a person who has SOME CERTIFICATION by Utah
P.0.5.7T. (Mod 1 or Mod 2) must agree to work for twelve months or must repay the
value of wages and benefits while attending the Academy, prorated based upon the
length of time worked prior to leaving. The agreement requires that a person who has
NO CERTIFICATION must agree to work for twenty-four months or must repay the
value of wages and benefits while attending the Mod 1 and Corrections Academy,
prorated based upon the length of time worked prior to leaving.

ADDITIONAL INFORMATION

If you have additional questions, please contact Commission Assistant, Kimberly
Barron-Brown {468-2161); the Commission Coordinator, Linda Hill (468-2020); the
Executive Director, Judy R. Thimakis {468-2114); Lt. Lori Houskeeper (468-3812) or
Sgt. Mike Johnson {468-39186).

Application forms may be obtained at:

Salt Lake County Personnel Division Salt Lake County Sheriff's Office
2001 South State #N4600 ‘2001 South State #52700
Salt Lake City, Utah Salt Lake City, Utah



ATLANTIC CO. DEPT. OF PUBLIC SAFETY

WILLINGNESS SURVEY

Candidate Mame - Date -

£ career in correctional services is both rewarding and
Fulfilling but may not be for all persons. In the past many
paersons have applied and found that the dutiss and
requirements are not meant for them. The snclosed questions
refer to duties and requiremsnts of the position of
Corrections Officer. These dutiss and responsibilities
represant tasks performed by staff. Any recruit who refuses
to perform the duties listed below is subject to dismissal.
1. Are you willing to work 8 hours a day with dangerous
inmates in an area which can only be unlocked from the
autsidea? vezs {1 no (

L)

2. Are you willing to work a shift which may bs orne of the
following?. 7:20 - 3:320pm ves (3 no ()
' Sr R0 e 11:30pm

113320 o 7:E0am

J. Are you willing to work weekends with you regular days off
guring the wesk? ves () no ()

4. Are you willing to work all holidays which do not fall on
your day off and receive extra compensation for thig?

¢ ves { ) no ()

5. Are you willing to work double shifts (16 consecutive
hours) and scheduled days off with little or no advance

warning? . yes () no { )
L. fAre you willing to stand on your fest 8 hours a day except
for meals and any breaks? ves {3} no (3}

7. Are you willing to he confined inm the institution far your
entire tow of duty including meal breaks and eat +he meal
provided by the institution? vyes ( ) no ()

B, Are you willing to work in building areas that smell of
unpleasant odors such as body odor, body waste, etec?

ves {3 no (3

7. Are you willing to work alone for an entire 8 hour shift?
yes {3} no ¢ )
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Willingness Burvaey : Fage

10. Are vou willing to work in an infirmary with sick
inmates? vas {3 no {1}

11. fre vou willing to respond to life threatesning incidents
such as inmatzes and or staff who have been stabbed, had heart
attacks, attemptad to hang themselvas? vag { )Y mo (3

2. Are you willing to worked in locked areas of the
building, supervising the activities of inmates who have been
convicted of murder, rape, child molesting, armsd robbsry,
ate? ves { )} na ()

13, Are yvou willing to supervise the activities of inmatss
whao might call you filthy namess and or threaten youwr family?
ves { )} no ()

14, Are you willing to pat- frisk inmates, visitors, obher
statf members, and to conduct visual searches of inmates hody

ravities? _ ves () no ( )

15. fre you willing to supervize the activities of inmates
while they are in ths showsr or bathrooa? ~
ves () no (3}

16. Are yvou willing.to undergo an intensive physical
axamination? ves () no {3

17. Are you willing to undergo an intensive background
investigation which includes FRI, NCIC, SCIC checks?
' ves () no ()

18. FAre vou willing to undargm a vomprehensive psychological
=3Y ﬂmlnwtlmn" ves () no {3

19. Are you willing to attend and successfully complete a
Folice Training approved academy provided by the county which
may include in residency housing ( with the recruit only
coming home om weskends)? ves ( ) nmo ()

20. Are you willing to be trained in the use of Firearms?
ves { ) no {3}

21. Are you willing to zhoot an ezcaping inmates (possibly to
death) should the nsed arises? yas { ) no {1}

22. Are you willing to risk your personal safety to rescus a
fellow officer or an inmate from attack? ves { ¥ no { )
23, Are you willing to report a fellow officer or staff
member who might be brma%1ng the departments rules or
regulations?

yasf}ria(}



Willingness Burvey ' Fage 3
24, Are you willing to testify in court concerning events
that bave ococurred in the institution? yes ) noe ¢ )

25. Are you willing to wear a uniform to work everyday?
: . yes () no ()

2h. fAre vou willing to work in a Jjob where vou are not $free

to discuss many of your daily activities with family or
frisnds? vas { ) no {3}

Candidate Sign -
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COUNTY of LOS ANGELES - SHERIFF’S DEPARTMENT

EDUCATIONAL REIMBURSEMENT PROGRAM

The Los Angeles County Sheriffs Department Educational Reimbursement program-was
approved by the Board of Supervisors on Novemnber 16, 1968, under the title “Deputy
Sheriff Educational Advancement Program.” The purpose of the program is to encourage
Sheriffs Depariment personnel to continue their formal education with County financial
assistance wherein no other financial assistance is available to them.

All permanent employees of the Sheriff's Department are eligible for reimbursement,

The program will provide reimbursement for tuition (up to $82.00 per class), textbooks, and
other required supplies in approved college and university courses (grade of “C” or better
is required) for a maximum of two courses per semester, quarter, or trimester for a total of
four courses per fiscal year (July 1 through June 30).

Required supplies must be substantiated by a class syllabus and/or supplies list
from the instructor. Required supplies include such items as laboratory tools or
equipment, required charts and graphs, etc. It does not include notebooks, paper, pens,
pencils, efc.

If you should resign or be terminated from the Department within one year of
reimbursement, all textbooks for which you were reimbursed must be turned in 1o the
Ombudsperson/Career Resources Center.

For further information contact:
EDUCATIONAL REIMBURSEMENT COORDINATOR
Ombudsperson/Career Resources Center, Los Angeles County Sheriffs Department

4700 Ramona Bivd., Room 144, Monterey Park, CA 91754-2169
(323) 526-5628

APPLICATION PROCEDURE

1. After enrolling, complete an “Application for General Education Reimbursement” form (for each
semester/quarteritrimester (maximum of two (2) classes) by filling in the following information:

APPLICANT
Name; Payroll Title {deputy, OA |, staff nurse, stc.)
Division; Location of Assignment
Business Address,; Phone

COURSE
Schoot; Term/Year (Spring 1999, Fall 1999, etc)
Course Title(s); Course No.(s); Unit(s), Course Begins

FEES
Tuition $; Books $
Seminars or Institutes $; Required Supplies

2. Send the completed application form to: EDUCATIONAL REIMBURSEMENT COORDINATOR

{Rev.4/89)
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CLAIMS PROCEDURE

1.

2.

4.

Complete a “Claim for General Education Reimbursement” form (SH-AD-506) {original and one
copy) for each semester/quarter/trimester {maximum of two (2) classes) by filling in the following
information;

CLAMANT
Name; Payroli Title (deputy, OA 1, staff nurse, ate.}
Employee No.; Social Security No. '
Division; Location of Assignment
Business Address; Phone
Send reimbursement to {address):

COURSE v
School, Term/Year (Spring 1899, Fall 1999, efc.)
Course Title(s); Course No.(s}); Unit(s), Grade(s)

FOR SEMINAR AND INSTITUTE EXPENSE ONLY
Date; Description of Seminar or Institute; Description of Expense (ltemize In Detail); Amount

FEES (Claim expenses for the courses that are being reimbursed)
Tuition $; Books § {Do not include tax)
Seminars or instifutes $; Required Supplies $

The TOTAL AMOUNT TO BE REIMBURSED $ amount {leave blank) will be calculated and entered

by the Educational Reimbursement Coordinator.

Sign and date the form.

Aftach the following iterns to the completed claim and copy:

Qriginal and one copy of receipt of two copies of receipt or two copies of canceled check {front
and back] for wition or registrationfenroliment fees. ‘

Origingl and one copy of receipt gr two coples of receipt for books and required supplies. ifthe
receipt containg purchases of books or supplies for other than reimbursable courses, circle the
amount claimed for reimbursement.

Two copies of the official grade report or certificate of completion. Keep the originals for
YOur Qwn records.

Make copies of everything that you are submitting for your own records. Original receipt(s)
and/or grade reports will not be retumed,

Send the original and one capy of the “Claim for General Education Reimbursement” form (with
receipts, grade reportsicertificate and copies attached) to:

EDUCATIONAL REIMBURSEMENT COORDINATOR
Ombudsperson/Career Resources Center, Los Angeles County Sheriffs Department
4700 Ramona Bivd., Room 144, Monterey Park, CA 81754-2169
{323) 526-5628

After processing by the Educational Reimbursement Coordinator, the check will be issued by the County
Auditor's Office. The check will then be forwarded to the Educational Reimbursement Coordinator who will
distribute it by U.S. Mail for home delivery or by County mail for location of assignment delivery. Contactthe
Educational Reimbursement Coordinator if you prefer to pick up your check personally or have it mailed to
an address other than entered on the claim form.

{(Rev.4/49%)
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FAIRFAX COUNTY SHERIFF'S OFFICE SOP NUMBER: 022

STANDARD OPERATING PROCEDURE

i

i

SUBJECT: Employee Recognition

To establish procedures for recognizing deserving employees

POLICY

It is the policy of the Fairfax County Sheriff's Office that employees whose job performance is
superior, or whose conduct off-duty reflects credit upon the Sheriff's Office, will receive special
recognition.

PROCEDURE

A

County-Wide Awards

Three types of awards recognize performance on a County-wide level. These awards are
presented at regularly scheduled public ceremonies in the Forum of the Government

Center.

1. The A. Heath Onthank Award

a.

The County's highest award open to all merit employees. This award
recognizes outstanding achievement in improved public service. Recipients
receive 4 cash bonus. Anyone may nominate an employee for this award.
The Office of Personnel announces solicitations for nominations
periodically. One avenue of this announcement is the Courier, the
employee newspaper published biweekly on pay days,

2. Outstanding Performance Award (OPA)

a.

Granted to an employee who performs the duties and responsibilities of
his/her position in an outstanding manner and whose work is generally
well above expectations.

Any merit employee who has completed the initial probationary period
is eligible to be nominated for the OPA.

Nominations are made by the employee's supervisor on the specified form
(Attachment 1) and sent through the chain of command to the Sheriff. The
nomination goes to the County Executive after receiving the Sheriff's
approval,
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FAIRFAX COUNTY SHERIFF'S OFFICE SOP NUMBER 02
STANDARD OPERATING PROCEDURE : SUBJECT: Employee Recognition

d.

g

Criteria for an OPA nomination

1. Consistent, exceptionally high level of performance for the current
position and grade level,

2. Significant benefit to County and/or Sheriff's Office operafions
resulting from the empleyee’s outstanding perfonnance; and/or,

3. Exemplary performance on a specific project or assignment
exceeding all expectations (such as outstanding results, timeliness,
efficiency, thoroughness in completing the assignment and/or
effective cooperation with others). '

The Outstanding Performance Award includes a cash award, a framed
certificate, a day of administrative leave and an imprinted mug.

3, Team Excellence Award { ’I‘EA} ‘

a.

D-8

ATEA s granted fo a team of employees who perform the duties and
responsibilities of their team in an outstanding manner and whose work
generally is well above expectations.

Any merit employee who has completed the initial probationary period
is eligible to be nominated for a TEA. Nominators must ensure that all
gletnbers of the team, including support personnel, are included.

The following criteria should be considered when nominating for a TEA:

1. Innovative and achievable recommendations for action;

2. Results of the highest professional quality,

3 Thorough project research;
4. Demonstrable team unity and efficiency;
5. Completion of project action plan within deadline.

Ten (10) TEA's may be awarded annually County-wide.

Fach member of the team will receive a cash award, a framed certificate,
a day of administrative leave and a token "team spirit” award.
2



FAIRFAX COUNTY SHERIFF'S OFFICE - 'SOP NUMBER: o2
STANDARD OPERATING PROCEDURE SUBJECT: Employee Recognition

f

TEA nominations must be approved by the Sherff. The nomination is
sent to the County Executive for final approval. (Attachment 2 is
the nomination form )

4. Managerial Excellence Award (MEA)

3.

An MEA may be granted to a Branch Chief, Division Commander, or
higher to recognize outstanding leadership in customer service, team
building, work redesign, program management, encouraging a

work environment in which employees feel a strong connection with the
missions of the County and the Sheriff's Office and are motivated tc
contribute to organizational excellence.

Recipients of the MEA must be merit employees who have completed
their initial probationary period.

Nominations are made by the Sheriff or the County Executive, in the case
of the Sheriff's Office, using Attachment 3.

Critenia to be considered include:

1. Demonstrable commitment to improving customer service;

o

Development of new processes that enhance efficiency and
effectiveness with no service loss;

3. Proven ability to inspire or empower subordinates or coworkers
fostering pride, teamwork and spirit in the Sheriff's Office;

4. Exercise of originality, ingenuity or inventiveness to solve a
significant problem;

5. Exceptional problem-solving, decision-making or leadership
abilities that direct the branch, division or Sheriff's Office in
a positive direction.

A maximum of ten (10) awards may be given annually; two from the
County Executive and two from each Deputy County Executive.

An MEA consists of a cash award, a framed certificate and a day of
administrative leave.

3
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FAIRFAX COUNTY SHERIFF'S OFFICE SOP NUMBER: 01

STANDARD OPERATING PROCEDURE

- SUBJECT: Employee Recognition

Nominations for OPAs, TEAs or MEAs may be submitted at any time but
should be submitted as close as possible to the meritorious acts being recognized.

B. Sheriff's Cffice Honors Award

1.

The Sheriff's Office Honors Award is granted to recognize an employee
for acts that deserve recognition but do not necessarily meet the specific criteria of
an OPA, TEA or MEA. ‘

Nominations are made by supervisors to the Sheriff through the chain of
command using Attachment 4. Approval is granted by the Sheriff’

Criteria to be considered in nominating an empioyee for the Sheriff's Office
Honors Award include:

a. Acts of heroism

b. Sustained performance of dlgties that significantly exceeds job
requirements '

c. Suggestions that result in significant conservation of resources

d. Voluntary work performed which contributes to improved operations,
programs, services or community relations

€. Accomplishment of special assignments beyond an employee's
regular duties
f Exemplary performance in emergencies

g Achieving exceptional knowledge in a particular facet of the Sheriffs Office
responsibilities

h. Top overall deputy sheriff recruit in Academy basic training

i Attainment of an Associate's degree, Bachelor's degree, Master's degree
or Doctorate while employed with the Sheriffs Office

The Sheriff's Office Honors Award consists of an item valued at no more than
$25.00 (not cash or savings bond), four (4) hours of administrative
leave and a Sheriff's Office Honors Award Certificate (Attachment 5).

i



FAIRFAX COUNTY SHERIFF'S OFFICE SOP NUMBER: 022
STANDARD OPERATING PROCEDURE SUBJECT: Employee Recognition

7.

The Sheriff's Office Honors Award will be presented by the Sheriff or his
designee. The award of administrative leave will be documented on a separate
certificate. When the administrative leave is used, the certificate will be attached
to the T&A. 1t should be used within one year. Subobject code 116 is entered on
the T&A for those hours of administrative leave. Blank certificates of administra-
tive leave will be maintained under the control of the Commander, Administrative
Services Division.

The Personnel Section is responsible for reporting, on a fiscal year
basis, those Sheriff's Office employees who have received the Honors Award.
(Attachment 6).

A particular employee may receive the Honors Award only once per fiscal year.

C. Valor Awards Program

I

In cooperation with the Fairfax County Chamber of Commerce, the Valor Awards
Program officially recognizes members of the Sheriff's Office, Police Department
and Fire and Rescue Department for acts of bravery and lifesaving acts. These
acts-may be performed either on duty or off duty. :

Nominations may be made by any employee by writing a detailed memorandum
to the Valor Awards Coordinator {Administrative Services Division Commander,
or designee). '

LA . . .
Nominations are collected on a yearly basis with awards presented in the § pring
following the year in which the valorous act took place. Nominations, therefore,
must be submitted before the end of the calendar year in which the valorous act
occurred.

Categories of Valor Awards:

a Gold Medal: The highest award for acts involving extreme personal
risk that are clearly above and beyond the call of duty. Only one gold
medal will be awarded annually to each service except in extenuating

circumstances.

b Silver Medal: The second highest award. Awarded in recognition of
acts involving great personal risk.
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FAIRFAX COUNTY SHERIFF'S OFFICE SOP NUMBER: 02,
STANDARD OPERATING PROCEDURE SUBJECT: Employce Recognition

c. Bronze Medal: Awarded in recognition of acts involving unusual
personal risk beyond that which should be expected while performing
the usual job responsibilities. Bronze medals may also be awarded to
members who display unusual judgement, zeal or ingenuity during an
emergency when such act is beyond that normally expected in the
performance of duty.

d. Certificate of Valor: Awarded for acts involving personal risk and/or
demonstration of judgement, zeal or ingenuity not qualifying for a Bronze
Medal, ; '

Lifesaving Award: Awarded for acts taken when a persciis life is
 threatened whether or not there was personal risk to the awardee.

o

D. Nominations and certificates of receipt of any award will be made part of the eraployee’s
agency and official personnel files,

4904 Ca0bQ
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Career Network Mentor Program

“What is a Mentor?”

Mentors are role models, guides, career coaches, or “artists of encouragement” and can
be a safe and useful sounding board. Mentors can provide insights which enable informed
decision making. Mentors are a great way to learn about the many career opportunities
the Sheriff's Department offers. The term “mentor” came from Homer's Odyssey.
Qdysseus asked his friend Mentor to watch over hig son Telemacus when he went off to
war, Mentor guided and trained Telemacus in Odysseus’ absence.

The Ombudsperson/Career Resources Center (OCRC) has developed an ensemble of
highly skilled employees, civilian and sworn, who are willing to provide career coaching, or
‘mentoring”, to other employees. This mentor program is completely separate from the
mentor program for youths at risk coordinated by Safe Streets Bureau, or the month-long
mentor program for sergeants newly assigned to field operations. The OCRC Career
Network Mentors can provide one-to-one career guidance for Department employees on
a long or short term basis. Mentors can be a great source of information concerning
career issues and can provide perspectives on long range career planning and goal setting,

If you are interested in becoming an OCRC Career Network Mentor, please contact Deputy
Julia Pausch at (323} 526-5628, or via Department e-mail. If you are interested in
contacting an OCRC Career Network Mentor, you may contact Deputy Pausch to express
your interest.
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Olmsted County Sheriff's Office
Guidelines for Core Competency Reviews

1. All Licensed Peace Officers and those employees assigned to Law Enforcement Services area of the Olmsted County
Sheriff's Office will be reviewed for Core Competency on an annual basis by their immediate supervisor,

.

All Contract employees will be reviewed for the time frame of November 1 through October 31 of the following
year.

{All reviews must be completed by December 15)

All Exempt and Non-Contract employees will be reviewed for the time frame of January 1 through December 31
{All reviews must be completed by February 15}

Probationary empioyees will be reviewsd on completion of probation and then on the next review period listed
above.

¥V Yy

2. Supervisors should meet with employees and discuss with employees at any time if there is a concern about
performance issues in any dimension of the Core Competency Review. These meetings should be documented.

3. Hatany time an "Improvement Necessary (0-59)" is anticipated to be awarded for the "Overall Core Competency” for
the review period, it is required that the employee receive writlen notice of the possible substandard performance 180
days prior to the end of the review period.

4. Please pay close attention fo the Competency Levels (Categories of Performance)and their definitions and values.

> {tis anticipated that most employees will fall in the "Task Competence (60-79)" category for each dimension and
overall performance leve! although "Task Excellence {80-81)" and "Proactive Task Excellence (92-100)" are
altainable.

Paints awarded give you the ability to "rank” your employees’ performance.

You should attempt to comment on each dimension of the Core Competency Review. Comments are required
for any dimension for which you will award improvement Necessary (0-53), Task Excellence {80-81} or
Proactive Task Excellence (92-100).

vy

& Dimension 7 {Leadership and Supervisory Skills)should be addressed and scored for all employees; however, it
should not be used as a part of the average when scoring non-supervigory staff .

Core Competency Revised 9/98 i
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Employee’s Name:

Job Title: . Division: .

Date of Review: Review Period: From: To:

Review Type: | | Annual | |Probation [ | Other

Reviewed By: Score:
PURPOSE

This Guide is to be completed by the supervisor and employee. The purpose is to:

#» review the employee’s performance against the core competencies and responsibilities of the
position.
provide a uniform, consistent method for conducting and documenting performance
discussions.
encourage and support open communication between the supervisor and the employee.
provide recognition and support to employees for their contribution to the Olmsted County
Sheriff s Office.

A%

A

OLMSTED COUNTY SHERIFF’S OFFICE COMPETENCY LEVELS

{Categories of Performance)

PROACTIVE TASK EXCELLENCE (92-100)
Proactive Task Excellence performance takes into consideration all the key points listed in
“Task Excellence” as well as the following: Excellence is the standard; the individual pro-
actively thinks ahead of and outside of their responsibilities, and offers usable suggestions to
improve work processes, service, and results. They anticipate and prevent potential problems.
They independently seek out opportunities to learn and grow.

TABK EXCELLENCE (80-91)
Task Exceffence means the employee is doing a very good job, and, at times, an excellent job.
They consistently surpass expectations. They demonstrate technical and professional
excellence in tasks. They willingly update their professional knowledge. They excel in their
defined work responsibilities.

TASK COMPETENCE (60-79)
Task Competence means the employee is doing a good job, and, at times, a very good job.
He/she demonstirates technical and professional competence in work tasks and areas of
specific practice. Assignments are completed. They effectively work within their defined job
responsibilities, and comply with professional development requirements.

IMPROVEMENT NECESSARY (0-59)
improvement Necessary means the employee is NOT meeting the core competencies and
expectations necessary to meet job goals, development goals, and/or performance factor
criteria.

Core Competency Revised 9/98% 2
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OLMSTED COUNTY SHERIFF'S OFFICE CORE COMPETENCIES

Descriptions:

{required of all employees)

Competency Fulfiliment:

Y

Commitment to the Work Group

To what extent does this individual:

Cooperate with and support co-workers 1o awomphsh work group goals
Keep others properly informed and solict opinions and feedback from them
Effectively communicate problems to appropriate work group members in a

Contribute knowledge & expertise as well as doing a “fair share” of the work

Work with work group members in a respectiul and conscientious manner

¥
»
»
timely manner
»  Support deparimental decision making process
*
» Handie conflict within the work group constructively
» Demonstrate flexibility in accepting new assignments
b
» Demonstrate initiative to help others
Commients:

Seore:
{92-100) Proaclive Task Exceflence
(80-81) Task Excellence
(80-78) Task Competence
{0-59) Improvement Necessary

2} Commitment to Customer Service Score:; i
To what extent does this individual;
> Anticipate and meet internal and external customer needs {82-100) Proactive Task Excellence
¥ Identify and suggest ways o increase customer satisfaction (80-91)  Task Excellence
»  Care about the quality of service to internal and external customers (60-79) Task Competence
> Welcoms feedback and show diplomacy, respact, and sensitivity in dealing (0-59) Improvement Necessary
with customers
& Maintain good working relationships with intemal and external customers
> Follow-up with internal and external customers in a timely manner 1o ensure
that problems or concerns are adequately addressed and resclved
Comments;
3} Communication Score:
To what extent does this individuatl
*  Demonstrate good listening skills {92-100}  Proactive Task Excellence
»  Communicate in a respectiul, concise, and easily understood manner, in {80-91)  Task Excellence
spoken and written form (80-79) Task Competence
> Share information and keep others informed in a imely and accurate {0-58)  Improvement Necessary
manner
> Willingly contribute appropriate knowledge and experience
¥ Seek out opinions and feedback
*  Puositively influence others
»  Respect the confidendiality of information and the privacy of athers
¥ Recognize conflict and participate in resolution both in the work place and in
daily job related activities
Commenis:
4}  Productivity and Work Organization Score:

To what extent does this individual:
Plan, organize, and accomplish work in a timely and effective manner

7YY

b
r
>
>
¥
C

Complete work on or ahead of schedule
Demonsirate the ability to manage mulliple tasks/projects
Adjust well 1o unanticipated changes in work priosities

Uses time wisely and effectively

initiates activities such as business checks and public contacis

omments:

{92-100) Proactive Task Excellence
{80-91) Task Excellence
{80-79) Task Compelence
(0-59) Improvement Necessary

Core Competency Revised 9/98
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5

Problem Solving/Decision Making
To what extent does this individual:

Score:

> identify current or polentiad problems and be creative and resourcefil in {82-100) Proactive Task Exceflence
developing sclutions (80-91)  Task Excellence
»  Anslyze situations and consider attematives before making decisions (80-79) Task Competence
#  Gather appropriate information while including others in the decision making {0-58) Improvement Necessary
process
»  Make sound judgments in a timely manner
= Define and offer solutions to problems
¥ Uses good discretion in decision making
Comments:
&) Safety/Rules/Procedures/Equipment Score:
To what extent doss this individual: i
»  Observe rules & reguiations (Le. SOP's, Data Privacy, Personnel Policies, (82-100)  Proactive Task Excellence
etc.) ' (80-91) Task Excelfence
> Take responsibility for safety issues and new rulesfprocedures {€60-79)  Task Compsience
¥ Follow established procedures {0-59) Improvement Necessary
¥ Adjust well to new procedures
»  Demonstrates safety and common sense when using work-related
equipment
»  Cares for equipment inn appropriate manner, recognize and report potential
probiems
Comments:
7} Leadership/Supervisory Skills (for supervisory staff only) Score:
To what extent does this individual:
> Influence workers to perform better (92-100)  Proactive Tagk Exceflence
*  Promote a positive, encouraging, and supportive environment (80-81) Task Excelience
¥ Understand issues from a County-Wide/departmental point of view {60-79) Task Competence
» Berve as a role model (C-59) Improvement Necessary
»  Perform the basics of supervision {L.e, completes reviews on time,
conducts meetings, provides regular feedback to employees, etc.)
> Inspire others to achieve desired resulls by promoting involvement,
participation, and cooperation
¥  Demonsirate creativity and rescurcefulness in dealing with the actual and
anticipated neads of administrative staff and sub ordinates.
Comments:

Core Compefency Revised 9/98
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OVERALL CORE COMPETENCY LEVEL

Score #1 #2 #3 #i4 #5 #6 #7 Avg Score

1 (92-100) Proactive Task Excellence

QOverall Core Competencies Level {1 (8081} Task Excelflence

(Please check one) {1 (80-79) Task Competence

il (0-59)  improvement Necessary

PERFORMANCE/TRAINING GOALS FOR NEXT PERFORMANCE PERIOD

{Cptional)
Professional Development/ Implementation Plan Outcomes & Comments
Training Goals {Time lines, resources, etc.) (Were goals achieved?)
(3 to 7 critical performance results,
projects, duties, or contributions)
Personal Development/ R/PIO implementation Plan
Training Goals (Required/Priority/Optional) | (For each developmental goal, fist the action Jtraining,
{identify goals that will assist the employee in special projects, saif-study, cross training, etc.}; who will
their current position and/or future positions assist the employee with accomplishing the goal; and
that will benefit the employee and the County. project completion date )
These statements should begin with “to learn,
to develop, 1o improve” efc.)

EMPLOYEE COMMENTS

Are there any areas of this evaluation with which you do not agree?

Please comment;

Core Cosapetency Revised 9/98

D-21



Do you have specific needs from your supervisor or the County? (i.e. coaching needs, training, or other forms of
assistance}

Please comment;

VERIFICATION

t have read and have been given an opportunity to discuss the contents of this Performance Guide. My signature
does not necassarily mean that | agree with this evaluation.

Employee Signature: Date:
Supervisor Signature Date:
Captain Signature Date:
Director Signature: Date:
Sheriff Signature: Date:

Core Competency Revised 9/9%
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AGREEMENT TO REPAY

The undersigned hereby agrees to reimburse the County of Atlantic for all
“new-hire”/training costs incurred in the event of separation from employment less
than 3 years from the start date of training. “New-hire/training costs shall include,
but not be limited to costs associated with the following: interview, background
investigation, physical(s), uniforms, recruit salary during training and pro-rata costs
of instruction and materials associated with same. :

I have read and understand the above and agree to such repayment. I further
understand that such repayment shall be by retention of compensation due at the
time of separation and, if such means are insufficient, by a monthly payment plan
not to exceed 12 months in total. '

Date Signature
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COUNTY OF LOS ANGELES ~ SHERIFF'S DEPARTMENT
SEPARATION INTERVIEW

umz EMPLOYEE NO. AGE {1 Male EMPLOYED

] Famale From To
PANK/ THLE TAST ASSTENMIENT TIVIGHN
W LONG DN DEPARTMENTT DATE OF LAST EVALUATION BY (UM 7 SUPERVISOR]
Years Mos.,
Last Evaluation: [ Needs Improvement 1 Competent [ very Good 1 outstanding
LTS

Did employee discuss the possibility of resignation with a supervisor prior to giving notice of resignation? Mves 3 No

} WHENT WiTH WHO?
COMBRENTS
Did employee have his mind made up to resign prior to tatking with a supervisor? DOves [INe
COMMENTE

v

LIST FUTURE EMPLOYMENT WHERE APPLICARLE:

7] Other County Dept* {71 Other Law Enforcement Agency*

Reason for Separation: (Separation Interview need not be completed for resignation in sy of discharge or undar investigation}

Check all that apply: (Do not use “personal reasons,” be specific. if more then ons reason is selected, place & 717 in the space for
prirmary reason, #2, $3, #4, etc. in descending ordar of importance for additional sefections.}

Fegular Retirement Medical Retiremant

Pregnancy Parsonal Health
BAarital Problems Financial Problems
Aeturn io Prdor Employer Digsatisfaction with LA, area*
Dislike Working Conditiong® Disttke Assignment*
Dislike Police Work® Diglike Schedule*
Suparvision Problams® Transportation/Commuting Problems*®
Dissatistaction with Depariment® Business Opportunity®
Other*
*Fer thess fems please explain in comments section. For additional space use the back of this form.
CORMBNIS
18 you open 10 the possivlity of future reinstatement? ves [InNo [ Undecided
-y SEPARATION INTERVIEW CONDUCTED BY (Neres #nd Fank/ Thie] | DATE REMGMING EMPLOTEL'S UGNATURE (Dptional with Empioyss] DATE
AREA COMMANUER SIGNATURE DATE DOASION CHIEE BATE

XTI, 5T BOR (Gane ®IOAY
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