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Foreward

The Depart ment of Commu nity and Economic Devel op ment’s Gover nor’s Center for Local Govern ment
Services is pleased to provide this publi ca tion on model munic i pal hiring poli cies.

Munic i pal offi cials bear a consid er able burden in devis ing and imple ment ing effec tive, merit-based proce dures
for recruit ing and hiring qual i fied candi dates for police and nonuniformed posi tions of employ ment.  The role
of elected offi cials charged with the respon si bil ity of discharg ing this burden is made even more diffi cult by
the legal param e ters imposed by any appli ca ble civil service provi sions of the First Class Town ship and
Borough Code, veter ans’ pref er ence stat utes, as well as state and federal employ ment laws such as the Amer i -
cans with Disabil ities Act, Equal Employ ment Oppor tu nity guide lines, the Age Discrim i na tion in Employ ment
Act and the Fair Credit Reporting Act.  The model hiring poli cies and legal commen tary contained in this
publi ca tion, as well as the tech ni cal assis tance afforded by the Center, provide a means by which munic i pal i ties 
may develop and main tain sound hiring poli cies that are consis tent with the laws of the United States and the
Common wealth of Penn syl va nia.

The Gover nor’s Center provides further assis tance to commu ni ties in their efforts to improve upon the police
and nonuniformed recruit ing and selec tion process. To learn more about the types of assis tance avail able to
commu ni ties contact the Gover nor’s Center for Local Govern ment Services at their toll-free number,
1-888-223-6837.

Important Note from the Authors 

Through out the Model Civil Service Rules, Model Non-Civil Service Police Hiring Policy and Model Hiring
Policy for Nonuniformed Employees, brack ets[ ] are used to indi cate that the munic i pal ity has discre tion to
decide the appro pri ate language to be inserted.  In some instances, specific options are proposed.

To enable munic i pal i ties to adopt and custom ize these model rules and poli cies with out having to retype them
in their entirety, the Depart ment and the Authors of this Manual have made unanno tat ed versions of all three
docu ments avail able on diskette or by e-mail.  To receive a diskette or e-mail contain ing one or more of those
docu ments, contact  the Gover nor’s Center for Local Govern ment Services at 1-888-223-6837.  This data also
may be down loaded from the Depart ment’s website: www.inventpa.com, click on “Commu nities in PA,” and
then “The Gover nor’s Center for Local Govern ment Services,” and finally on “Publi ca tions.”
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Chapter I.  Introduction

By law, first class town ships and boroughs with three or more police offi cers or firefighters are required to
have civil service commis sions for the appoint ment, promo tion, discharge, suspen sion and demo tion of these
employ ees.  In addi tion, home rule and optional forms of munic i pal govern ments that had previ ously been first
class town ships or boroughs must adhere to the civil service require ments of their former code. When a
borough or first class town ship seeks to hire its third police offi cer, civil service proce dures must be followed. 
The two current police offi cers retain rights under the Police Tenure Act.

The Model Civil Service Rules included in this Model Hiring Manual were orig i nally prepared for the classes
of munic i pal i ties noted above.  However, since that time, there has been a signif i cant increase in liti ga tion
surround ing the hiring, promot ing and firing of public employ ees, espe cially since the United States Supreme
Court has ruled that polit i cal affil i a tion may no longer be a factor in employ ment deci sions.  More over, the
Penn syl va nia Supreme Court has affirmed the valid ity of the Veterans’ Pref er ence Act, 51 Pa. C.S. § 7101 et
seq., in hiring for non-civil service posi tions.  Conse quently, a Model Non-Civil Service Police Hiring Policy
for second class town ships, and for boroughs and first class town ships with fewer than three police offi cers or
firefighters, as well as a Model Hiring Policy for Nonuniformed Employees, have been included in the Fourth
Edition of this publi ca tion.

Because of the nature of the civil service stat utes for a third class city, the Model Civil Service Rules included
in this Manual may be instruc tive; however, offi cials for third class cities should consult their solic i tors or
labor coun sel to deter mine where modi fi ca tion of the Model Civil Service Rules is neces sary.

As for the format of this Manual, due to the wide range of court deci sions and related legis la tion, many of the
model provi sions in Chap ters II, III and IV contain comments and notes address ing the vari ous consid er ations
involved in adopt ing that specific section.  Close atten tion should be paid to these comments, and any ques -
tions or concerns should be discussed with your solic i tor or labor coun sel.  Note: the comments and notes
which are ital i cized are not intended to be part of the model provi sion. This Manual, includ ing the Model Civil 
Service Rules, Model Non-Civil Service Police Hiring Policy and Model Hiring Policy for Nonuniformed
Employees, is not intended to be used as legal advice.  These mate ri als have been prepared to assist munic i pal
civil service commis sions and non-civil service munic i pal i ties in prop erly hiring the best candi dates.

Finally, while both police and firefighters are covered by civil service, for conve nience, all refer ences are made 
to police.  For munic i pal i ties with paid firefighters, the phrase "police and paid firefighters" may be substi tuted 
for "police."  In addi tion, the words "he," "him," "his" and "men" repre sent both the mascu line and femi nine
genders.

This Fourth Edition of the publi ca tion, orig i nally titled “Model Rules and Regu la tions for a Munic i pal Civil
Service Commis sion,” has been revised and updated to reflect devel op ments in case law and the passage of
stat utes which impact a public employer’s hiring and promo tional deci sions.  In partic u lar, included are explan -
a tory sections that focus on recent devel op ments in the area of veter ans’ pref er ence, back ground checks and the 
employ ment rights of chiefs of police.  Also a section on Model Hiring Policy for Nonuniformed Employees
has been added to this Manual.
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How to Use the Model Hiring Manual

The Common wealth of Penn syl va nia is composed of a diverse array of munic i pal i ties that employ police,
firefighters, public works employ ees and office staff.  The needs of each commu nity can differ signif i cantly.  It 
is impor tant to consider several factors before amend ing your civil service rules or adopt ing a police and
firefighter hiring policy in non-civil service commu ni ties.  New to this edition is a Model Hiring Policy for
Nonuniformed Employees.  The primary impe tus for devel op ing this policy was the mandate of the Veterans’
Pref er ence Act, 51 Pa. C.S. § 7101 et seq., as inter preted by the Penn syl va nia Supreme Court in Brickhouse v.
Spring-Ford Area School District, 540 Pa. 176, 656 A.2d 483 (1995).

First, any munic i pal ity with a bargain ing unit of uniformed employ ees under Act 111, 43 P.S. § 217.1 et seq.,
has an obli ga tion to bargain before imple ment ing any changes to the status quo regard ing wages, bene fits and
certain other terms and condi tions of employ ment.  It is impor tant to recog nize that a public employer's obli ga -
tion to bargain does not extend to indi vid u als who are not yet hired, and, there fore, the proce dure and method
for select ing new employ ees is not bargainable.  However, the length of the proba tion ary period for a newly
hired or promoted employee is subject to bargain ing and, there fore, cannot be unilat er ally changed by the
employer.

With respect to promo tional crite ria, the Common wealth Court recently held in Frater nal Order of Police Rose
of Sharon Lodge No. 3 v. Penn syl va nia Labor Rela tions Board, 729 A.2d 1278 (Pa. Cmwlth. 1999), peti tion
for allow ance of appeal denied, 560 Pa. 712, 743 A.2d 923 (1999), that such crite ria was an inher ent mana ge -
rial prerog a tive, rather than a manda tory subject of bargain ing, under Act 111.  Conse quently, unless a munic i -
pal ity has specif i cally bargained away its right to do so, it may unilat er ally estab lish and change the stan dards
and proce dures for inter nal promo tional oppor tu ni ties with out bargain ing.

Because certain contract language has been construed as a waiver of mana ge rial prerog a tives, always consult
your solic i tor or labor coun sel to verify that your munic i pal ity had no obli ga tion to bargain collec tively with
the affected bargain ing unit prior to adopt ing or  imple ment ing the contents of this Manual.

Addi tionally, for a vari ety of reasons, an ever-increas ing number of indi vid u als are pursu ing careers in police
work and firefighting.  This has resulted in an admin is tra tive night mare for most commu ni ties hiring today. 
For exam ple, in South east ern Penn syl va nia, it is not unusual for munic i pal i ties to receive several hundred
appli ca tions when adver tis ing police hiring.  There fore, it is crit i cal for every munic i pal ity to eval u ate how
many new police offi cers and firefighters are expected to be hired in the next year or two and to set an appro -
pri ate cut off  for what consti tutes pass ing the writ ten exam i na tion.  This will prevent the munic i pal ity from
having to conduct an exces sive number of oral inter views for too many appli cants who have no possi ble chance 
of consid er ation.

Veterans’ Preference

When the Third Edition of this publi ca tion was released in 1997, a number of signif i cant court deci sions had
recently been issued regard ing the appli ca tion of the Veterans’ Pref er ence Act, 51 Pa. C.S.A. § 7101 et seq. 
Since then, only two nota ble court deci sions involv ing a veter ans’ pref er ence issue have been decided: Housing 
Author ity of the County of Ches ter v. State Civil Service Commis sion, 556 Pa. 621, 730 A.2d 935 (1999), and
Sicuro v. City of Pitts burgh, 684 A.2d 232 (Pa. Cmwlth. 1996).

In Ches ter County Housing Author ity, a veteran possess ing the mini mum expe ri ence, train ing, and test ing
require ments for the posi tion of “Direc tor III,” a non-entry-level posi tion with the Housing Author ity, was not
appointed in favor of a nonveteran. Employ ment with the Housing Author ity is governed by the provi sions of
the State Civil Service Act, 71 P.S. § 741.1 et seq.  Both candi dates applied for the posi tion from outside the
Housing Author ity.  Neither appli cant previ ously worked for the agency.
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The veteran passed the qual i fy ing test with a score of ninety-one (91), includ ing the ten (10) addi tional points
added to his score as required by Section 7103 of the Veterans’ Pref er ence Act.  The nonveteran passed the test
with a score of 82.  Like munic i pal civil service provi sions, the State Civil Service Act mandates that civil
service posi tions be filled by one of the three high est-rank ing candi dates on the list of eligi ble appli cants certi -
fied by the Commis sion.  With their civil service exam i na tion scores, both candi dates ranked among the top
three candi dates.

After the Housing Author ity appointed the nonveteran, contend ing that the nonveteran was far more qual i fied
for the posi tion, the State Civil Service Commis sion initi ated an audit of the Housing Author ity’s hiring prac -
tices.  The Commis sion found the appoint ment was not in compli ance with Section 7104 of the Veterans’ Pref -
er ence Act, which provides that a veteran possess ing the requi site qual i fi ca tions, and whose name appears on
the certi fied list of three, must be given pref er ence over all nonveteran candi dates, regard less of whether he is
high est on the list.  In this regard, the Commis sion’s posi tion is that Section 7104 clearly mandates the selec tion 
of veter ans-once they have passed the civil service exam i na tion and become one of the three high est-rank ing
appli cants-and that pass ing the exam i na tion alone renders them “qual i fied” for the posi tion.

The Housing Author ity filed an appeal to the Common wealth Court, argu ing that the Veterans’ Pref er ence Act
did not prohibit it from impos ing its own thresh old stan dards beyond those measured by the civil service exam i -
na tion before veteran appli cants become eligi ble for veter ans' pref er ence.  The Common wealth Court found in
favor of the Housing Author ity, rely ing on Brickhouse v. Spring-Ford Area School District, 540 Pa. 176, 656
A.2d 483 (1995), in which the Penn syl va nia Supreme Court held that a state agency was permit ted to bypass a
veteran for a job because he did not meet the agency's require ments for the posi tion.

On appeal to the Penn syl va nia Supreme Court, it reversed the Common wealth Court and held that, in the civil
service context, a candi date's "abil ity to perform" must be measured exclu sively by whether the candi date has
passed the civil service exam.  The Court further held that inter pret ing the stat utes to allow the appoint ing
author ity to impose inde pend ent require ments would impair the need to limit patron age and nepo tism in public
posi tions.

The clear import of the Supreme Court’s hold ing in Ches ter County Housing Author ity is that where a
non-entry-level civil service posi tion is at stake, and where the appli cant pool consists entirely of exter nal
appli cants, qual i fied veter ans receive a ten-point markup on the civil service exam, as well as pref er ence over
all nonveteran candi dates, if he makes the certi fied list of three.  Although the Ches ter County Housing Author -
ity case involved the State Civil Service Act, the same prin ci ples would apply under the civil service provi sions 
of the First Class Town ship Code, Borough Code and Third Class City Code.  More over, by logi cal exten sion,
pref er ence must also be given to a qual i fied veteran where the posi tion at stake is a non-entry-level
non-civil-service posi tion, and where the appli cant pool consists entirely of exter nal appli cants.

Some have suggested that the Supreme Court’s deci sion in Ches ter County Housing Author ity raised more
ques tions than it answered.  For instance, it could be cred i bly argued that the Supreme Court’s anal y sis in Ches -
ter County Housing Author ity creates an irrec on cil able conflict where both inter nal and exter nal candi dates
have applied for the same non-entry-level posi tion.  Pursu ant to Ches ter County Housing Author ity, the
employer must give pref er ence to the exter nal veteran appli cants, whereas under Hoffman v. Town ship of
White hall, 544 Pa. 499, 677 A.2d 1200 (1996) (civil service), and Belle Vernon Area School District v. Team -
sters Local Union No. 782, 670 A.2d 1201 (Pa. Cmwlth. 1996) (non-civil service), no pref er ence may be given
to the inter nal appli cants.  The fact that veter ans vying for the very same posi tion will be either granted or
denied veter ans’ pref er ence based solely on whether they happen to be an exter nal or inter nal candi date will
surely be an issue that the appel late courts will have to address at some point in the future.

To simplify and stream line the prin ci ples and legal author ity address ing veter ans’ pref er ence in both the civil
service and non-civil service settings, this Manual includes a chart (Figure 1) which summa rizes the current
state of the law.
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The second signif i cant veter ans’ pref er ence case is the Common wealth Court’s deci sion in Sicuro v. City of
Pitts burgh, 684 A.2d 232 (Pa. Cmwlth. 1996).  In Sicuro, several appli cants for posi tions as firefighters with
the City of Pitts burgh claimed to be eligi ble for veter ans’ pref er ence.  Some of these appli cants had completed
both the service and train ing compo nents of their mili tary commit ments, while others had completed only the
train ing and were still fulfill ing their Reserve and/or National Guard commit ments.  The appli cants who had
completed their full mili tary commit ments chal lenged the City’s prac tice of award ing veter ans’ pref er ence to
Reserve or National Guard members who had completed the train ing but not the service compo nent of their
mili tary commit ments.

The Common wealth Court ulti mately held that job appli cants for civil service posi tions who were members of
the National Guard and Reserves were eligi ble for veter ans' pref er ence only if they had completed both the
train ing and service compo nents of their mili tary commit ment at the time of the civil service exam i na tion.  No
appeal to the Supreme Court was taken from this deci sion.  Conse quently, only appli cants who have completed 
their full orig i nal mili tary obli ga tion are eligi ble to receive veter ans’ pref er ence.

Figure 1

Type of Posi tion
Required Action Under the
Veterans’ Pref er ence Act

Case Law Author ity

Civil Service – 
Entry-level Appoint ments

Ten point exam markup; Pref er ence
over nonveterans on certi fied list of
three.

Sicuro v. City of Pitts burgh, 684 A.2d 
232 (Pa. Cmwlth. 1996).

Civil Service – 
Non-entry-level Appoint ments 
(All Exter nal Appli cants)

Ten point exam markup; Pref er ence
over nonveterans on certi fied list of
three.

Housing Author ity of the County of
Ches ter v. State Civil Service
Commis sion, 556 Pa. 621, 730 A.2d
935 (1999).

Civil Service – 
Non-entry-level Promo tions 
(All Inter nal Appli cants)

No pref er ence may be given.
Hoffman v. Town ship of White hall,
544 Pa. 499, 677 A.2d 1200 (1996).

Civil Service – 
Non-entry-level Appoint ments 
(Inter nal and Exter nal Appli cants)

Open ques tion. Not yet liti gated.

Non-civil Service – 
Entry-level Appoint ments

No exam markup; Pref er ence over
nonveterans on eligi bil ity list.

Brickhouse v. Spring-Ford Area Sch.
Dist., 540 Pa. 176, 656 A.2d 483
(1995); Zablow v. Bd. of Educa tion
of the Sch. Dist. of Pitts burgh, 729
A.2d 124 (Pa. Cmwlth. 1999).

Non-civil Service – 
Non-entry-level Appoint ments
(All Exter nal Appli cants)

No exam markup. Pref er ence over
nonveterans on eligi bil ity list.

Brickhouse; Zablow.

Non-civil Service – 
Non-entry-level Promo tions
(All Inter nal Appli cants)

Noth ing.
Belle Vernon Area Sch. Dist. v.
Team sters Local Union No. 782, 670
A.2d 1201 (Pa. Cmwlth. 1996).

Non-civil Service – 
Non-entry-level Appoint ments 
(Inter nal and Exter nal Appli cants)

Open ques tion. Not yet liti gated.
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Background Checks

Back ground inves ti ga tions and crim i nal history checks are crit i cal compo nents of the police hiring process for
both civil service and non-civil service munic i pal i ties, as well as for other key or safety-sensi tive posi tions of
public employ ment.  Such inves ti ga tions not only help ensure the munic i pal ity hires a qual i fied and suit able
appli cant, but also provide limited protec tion against poten tial future claims for negli gent hiring.  The authors
of this Manual have noticed that many munic i pal employ ers are unaware of the require ments of the Fair Credit 
Reporting Act (“FCRA”), 15 U.S.C. § 1681 et seq., which applies to hiring.  In fact an even greater number of
munic i pal employ ers fail to comply with the stat ute’s provi sions.

In 1996, the United States Congress amended the FCRA to impose certain disclo sure and consent require ments 
upon employ ers, includ ing public employ ers, who rely upon back ground and crim i nal history inves ti ga tions
when making hiring and other employ ment deci sions.   

It is impor tant to note that the FCRA only applies where a back ground check, credit check and/or crim i nal
history investigation1 is performed by some outside entity, company or indi vid ual not employed by the munic -
i pal ity.  It does not apply where the back ground inves ti ga tion or credit check is performed inter nally and with -
out the aid of an outside entity — for instance, where it is performed by the munic i pal ity’s own police
depart ment.  For munic i pal i ties that perform credit checks as well, which are virtu ally impos si ble to perform
with out engag ing the services of an outside report ing agency or credit bureau, the FCRA’s consent and disclo -
sure require ments also apply.   These require ments are outlined in more detail below.  In addi tion, forms which 
satisfy the FCRA’s disclo sure and consent require ments are included in this Manual.

The FCRA imposes specific require ments for conduct ing back ground checks in connec tion with employ ment
deci sions, and, in this regard, makes a distinc tion between "Consumer Reports" and "Inves ti ga tive Consumer
Reports."  A Consumer Report under the FCRA includes a "writ ten, oral, or other commu ni ca tion of any infor -
ma tion by a consumer report ing agency bear ing on a consumer's credit worthi ness, credit stand ing, credit
capac ity, char ac ter, general repu ta tion, personal char ac ter is tics, or mode of living which is used or expected to
be used or collected in whole or in part for the purpose of serv ing as a factor in estab lish ing the consumer's
eligi bil ity for . . . employ ment."  (Section 603(d) of the FCRA, 15 U.S.C. § 1681a.)  An Inves ti ga tive
Consumer Report is a Consumer Report in which infor ma tion concern ing an indi vid ual's char ac ter, general
repu ta tion, personal char ac ter is tics, or mode of living is obtained through personal inter views with neigh bors,
friends, asso ci ates, or other."  (Section 603(e) of the FCRA, 15 U.S.C. § 1681a.)

This Manual includes forms for both Consumer Reports and Inves ti ga tive Consumer Reports.  In short, if your 
munic i pal ity uses an outside entity to perform only a credit check, then only the disclo sures and proce dures set 
forth below regard ing Consumer Reports need be followed.  If, on the other hand, your munic i pal ity retains
the services of an outside entity to perform more than merely a credit check, it should comply with the disclo -
sure require ments and proce dures set forth below for Inves ti ga tive Consumer Reports.  Despite this general
guide line, you must still contact the outside agency that performs your back ground checks to deter mine which
type of report they prepare, and then use the appro pri ate forms.

Finally, although the manual prin ci pally refers to "appli cants" it is impor tant to mention that in the employ -
ment context the provi sions of the FCRA apply to back ground checks made for the purposes of initial employ -
ment, as well as promo tions, reas sign ments, and reten tion as a current employee.

The follow ing sample forms are included in Section VIII of this manual.
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1. Initial Disclosure: Notice of Consumer Report or Investigative Consumer Report
The notice of Request for Consumer Report (Form FCRA-1) on page 111 is a sample notice regard ing 
Consumer Reports required by Sections 604(b)(2) of the FCRA.  The notice of Request for
Inves ti gating Consumer Report (Form FCRA-2) on page 112 is the initial disclo sure required for
Inves ti ga tive Consumer Reports.  The timing for provid ing the correct initial notice to the appli cant is
crit i cally impor tant.  The FCRA prohib its an employer from obtain ing a Consumer Report prior to
provid ing this disclo sure to the appli cant. For Inves ti ga tive Consumer Reports, the disclo sure must be
provided to the appli cant no later than three (3) days after the munic i pal ity has ordered the report from 
the report ing agency.  Along with Form FCRA-1 or FCRA-2, the munic i pal ity must also supply a
copy of the Federal Trade Commis sion’s "Summary of Your Rights Under the Fair Credit Reporting
Act" pursu ant to Section 609(c) of the FCRA.  A copy of this docu ment is attached to this letter as
Form FCRA-3 on page 113.

2. Consent to Obtain a Consumer Report or Investigative Consumer Report
A writ ten consent from the appli cant must be obtained before you procure a Consumer Report or
Inves ti ga tive Consumer Report. Consent forms for each type of report are included in this Manual as
Form FCRA-4 Consent to obtain Consumer Report on page 116 and FCRA-5 Consent to obtain
Inves ti ga tive Consumer Report on page 117.  The consent form should gener ally be signed by the
appli cant at the time of appli ca tion, but must be signed prior to your request for the appli ca ble report.

3. Certification
The munic i pal ity must certify to the consumer report ing agency that it has complied with the
appli ca ble provi sions of the FCRA.  With out this certif i ca tion, the report ing agency is not legally
permit ted to prepare a Consumer Report regard ing the appli cant, which must be sent to the report ing
agency either before or along with your request for the Consumer Report.  Certif i ca tions to this effect
for both the Consumer Report (Form FCRA-6) and Inves ti ga tive Consumer Report (Form FCRA-7)
found on pages 118 and 119 respec tively.

4. Follow-Up Disclosures
With respect to Inves ti ga tive Consumer Reports, an addi tional disclo sure obli ga tion may arise if and
when the appli cant requests addi tional infor ma tion.  Pursu ant to Section 606(b) of the FCRA, the
munic i pal ity is required to provide a "complete and accu rate disclo sure" of the "nature and scope" of
the Inves ti ga tive Consumer Report requested, upon receiv ing a writ ten request from the appli cant
within a "reason able time" after the appli cant’s receipt of the initial disclo sure.  Of crit i cal impor tance, 
is that this addi tional disclo sure, required pursu ant to Section 606(b), must be provided to the
appli cant no later than five (5) days after either the date on which the appli cant’s request for addi tional 
infor ma tion was received or the date on which the Inves ti ga tive Consumer Report was ordered,
which ever is later.  A model letter (Form FCRA-8) for respond ing to a request for follow-up
disclo sures appears on page 120.

There has been rela tively little guid ance from the courts as to what is a suffi cient disclo sure of the
"nature and scope" of the inves ti ga tion or how much time is "reason able" for the appli cant to request
the follow-up disclo sures.  As a general rule of thumb, if the 606(b) request is made after the
munic i pal ity or its agent receives the Inves ti ga tive Consumer Report from the report ing agency, the
report itself should be provided to the appli cant.  On the other hand, if the report is still "on order," the 
munic i pal ity can draft its disclo sure so that it reflects either the typi cal inqui ries made in past reports
or, if avail able, infor ma tion regard ing the specific "nature and scope" of the inves ti ga tion requested on 
that partic u lar appli cant.  In most cases, respond ing to this type of request will require the munic i pal ity 
to obtain addi tional infor ma tion from the report ing agency.
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5. Adverse Action
If the munic i pal ity intends to reject a job appli cant or take adverse employ ment action with respect to
a current employee that is based, at least in part, on the content of the Consumer Report or
Inves ti ga tive Consumer Report, the munic i pal ity has certain addi tional obli ga tions.  It is impor tant to
contact your munic i pal solic i tor or labor coun sel before reject ing a candi date on the basis of either
type of report.

BEFORE the Appli cant is Formally Rejected:  The FCRA requires the munic i pal ity provide an
appli cant with the disclo sure (Form FCRA-9) on page 121 when it is likely that the appli cant will be
rejected because of some thing contained in the Consumer Report or Inves ti ga tive Consumer Report,
but prior to a final deci sion by the munic i pal ity.  This form also informs the indi vid ual that his
appli ca tion is still being consid ered and encloses a copy of the Consumer Report or Inves ti ga tive
Consumer Report and the summary of FCRA rights (Form FCRA-3), as required by Section 604(b)(3) 
of the FCRA.  The munic i pal ity should then send Form FCRA-9 and the appro pri ate attach ments to
the appli cant any time the Consumer Report or Inves ti ga tive Consumer Report contains infor ma tion
which could poten tially result in rejec tion.

AFTER the Munic i pal ity has Decided to Reject an Appli cant: The FCRA further requires that the
disclo sure (Form FCRA-10) on page 122 be provided to the appli cant either at the time of, or shortly
after, the formal notice of rejec tion.  Please note that if the appli cant is rejected for a reason wholly
unre lated to the content of the Consumer Report or Inves ti ga tive Consumer Report, this notice is not
required. 

Employment Rights of Chiefs of Police

The stat u tory job protec tion afforded to chiefs of police depends solely upon the type of munic i pal ity employ -
ing the chief.  Follow ing is an anal y sis for each class of munic i pal employer: boroughs, first class town ships,
second class town ships and third class cities.  The anal y sis describes the proce dures by which a chief secures a 
stat u tory right in his employ ment, iden ti fies the mini mum crite ria for obtain ing stat u tory job protec tion, and
outlines the process for remov ing a chief either through termi na tion or demo tion to a previ ously held rank. 
Finally, for each class of munic i pal ity, we discuss the valid ity of an indi vid ual employ ment agree ment
between a chief and his employer. 

For purposes of the expla na tion below, assume that the rank of chief is not pres ently and has never been
covered by a collec tive bargain ing agree ment, which is other wise appli ca ble to the non-mana ge rial offi cers in
the depart ment.

1. Boroughs and First Class Townships with Three or More Officers
The rele vant language for appoint ment of a police chief is essen tially iden ti cal in both the Borough
Code and First Class Town ship Code, which provides as follows:

In the case of a vacancy in the office of chief of police or chief of the fire depart ment, or equiv a lent
offi cial, [the appoint ive power2] may nomi nate a person to the commis sion.  It shall there upon become
the duty of the commis sion to subject such person to a non-compet i tive exam i na tion, and if such
person shall be certi fied by the commis sion as qual i fied, he may then be appointed to such posi tion,
and there af ter shall be subject to all the provi sions of this subdi vi sion.

53 P.S. § 46184(c) (Borough Code); 53 P.S. § 55638 (First Class Town ship Code).

Although a police chief in a Borough or First Class Town ship that employs three or more police
offi cers may even tu ally secure civil service status, the hiring process is controlled exclu sively by the
appoint ing author ity, either borough coun cil or the board of commis sion ers, and falls outside the
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stat u tory author ity of the munic i pal civil service commis sion.  Unlike hiring new patrol offi cers or
promot ing offi cers to ranks other than police chief, the process for screen ing, grad ing and rank ing
candi dates for chief falls within the purview of the appoint ing author ity.  When hiring a police chief,
either from within or outside the depart ment, the govern ing body (i.e., borough coun cil or the board of 
commis sion ers) is solely respon si ble for the entire process which even tu ally results in its selec tion of
the most suit able candi date.  The appoint ing author ity may dele gate any or all of the appli cant
selec tion process to a sub-commit tee, the munic i pal manager, an outside consul tant or even the civil
service commis sion.  However, the oppor tu nity for civil service status only becomes impli cated after
borough coun cil or the board of commis sion ers, at a duly adver tised meet ing, decides upon an
indi vid ual to be appointed chief of police.  

At that time, by a sepa rate action, the appoint ing author ity can refer the prospec tive chief to the civil
service commis sion for a noncom pet i tive exam i na tion.  Once the commis sion deter mines the
candi date’s compe tence to serve as chief, the civil service commis sion must then commu ni cate its
deci sion to the appoint ing author ity who then, at a duly adver tised public meet ing, votes to appoint the 
new chief.  As part of the vote to appoint the chief, or as a sepa rate vote, the appoint ing author ity must 
also vote to bestow civil service status.  The appoint ing author ity can always appoint a chief with out
civil service status.  However, if there is a deci sion in the future to bestow civil service status, then the
nomi na tion to the commis sion for a non-compet i tive test can occur at that time.  

If any of the above-mentioned proce dural steps are omit ted, the chief’s civil service status and its
concom i tant job protec tion would not have been attained in strict compli ance with the law.  For a
police chief who wants to elim i nate any doubt as to his civil service status, the follow ing docu ments
memo ri al iz ing the essen tial require ments discussed above should be collected and retained:  (1) the
agenda and minutes for the meet ing at which the appoint ing author ity voted to refer the chief to the
civil service commis sion for a noncom pet i tive exam i na tion; (2) the agenda and minutes for the
meet ing at which the civil service commis sion adopted the results of the noncom pet i tive exam i na tion
certi fy ing the chief as qual i fied; and (3) the agenda and minutes for the meet ing at which the borough
coun cil or the board of commis sion ers accepted the civil service commis sion’s certif i ca tion of the
prospec tive candi date for chief and the vote to appoint the chief and to bestow civil service status on
him.  The proba tion ary period for the chief would commence on the date of the meet ing where the
appoint ing author ity votes to bestow civil service status on the chief based on the civil service
commis sion’s certif i ca tion that he is eligi ble for the posi tion.

With respect to veter ans’ pref er ence, as explained previ ously, veter ans’ pref er ence is inap pli ca ble
when all of the appli cants are currently employed by the munic i pal ity.  Veterans’ pref er ence must be
granted when none of the appli cants are currently employed by the hiring munic i pal ity.  It remains an
open ques tion of law what, if any, pref er ence must be given to veter ans when both inter nal and
exter nal candi dates are apply ing for the posi tion of chief of police.  Since fill ing the posi tion of police
chief in a civil service commu nity occurs outside the civil service process, the pref er ence which must
be given to veter ans is that set forth in Section 7104(a) of the Veterans’ Pref er ence Act — specif i cally, 
no points are granted because the selec tion process need not be a graded compet i tive exam i na tion, but
a qual i fied veteran must be hired before any nonveteran.  

Any police chief who attains civil service status is afforded the same job protec tion as other offi cers in 
the depart ment and may only be suspended with out pay, demoted, or termi nated for the one of the six
stat u tory reasons set forth in the appro pri ate munic i pal code.  These reasons are listed in Section II
Model Civil Service Rules, which follow.  For any police chief who does not enjoy civil service status, 
if the chief was promoted inter nally, the chief may not be suspended with out pay, demoted below the
previ ously held civil service rank or termi nated except for one of the six reasons in the munic i pal code 
and set forth in Section II, Model Civil Service Rules, in this Manual.  He would still possess civil
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service protec tion in his former rank and may be returned to that rank by a simple major ity vote of
borough coun cil or the board of commis sion ers.  If the chief lacks civil service status and was hired
from outside the depart ment, he has no job protec tion and may be suspended with out pay or termi nated 
by a simple vote of the appoint ing author ity.  Although the courts have not addressed the issue of
demot ing a non-civil service chief into a civil service rank, we strongly advise against such action
because the appoint ment as chief and then demo tion to a lower rank trans forms some one who was
never required to partic i pate in any type of compet i tive test ing into a rank ing police offi cer.

As for employ ment contracts, where a chief has prop erly secured civil service status, the dura tion of
the chief’s employ ment is controlled by the civil service process, which provides for job tenure that
cannot be termi nated except for disabil ity or miscon duct as spec i fied in Section II in this Manual. 
Conse quently, any employ ment contract entered into would only be bind ing for the purposes of wages, 
bene fits, paid leave time, etc.  An expi ra tion of the contract would not result in the loss of stat u tory job 
protec tion bestowed through civil service.  See Tegzes v. Town ship of Bris tol, 504 Pa. 304, 472 A.2d 
1386 (1984).  It is crit i cal that the employ ment contract clearly set forth the posi tion of the parties
when the agree ment expires and a new contract has not been executed.  Because the appel late courts
have held that employ ment rights can only be bestowed upon a police chief pursu ant to the stat u tory
mech a nism created by the General Assem bly in the civil service sections of the Borough Code and
First Class Town ship Code, it is argu able that an employ ment agree ment is invalid for a chief of police 
who does not possess civil service status.  Any ques tions regard ing this issue should be directed to
your munic i pal solic i tor or a special labor coun sel.

2.  Townships of the Second Class and Non-Civil Service Boroughs and First Class Townships
Full-time police chiefs in a second class town ship, as well as full-time police chiefs in boroughs and
first class town ships who employ fewer than three police offi cers, are covered by the Police Tenure
Act, 53 P.S. § 811, et seq.  When “count ing heads” to deter mine whether a borough or first class
town ship must create a civil service commis sion, both full and part-time offi cers are counted.  See
Mullen v. Borough of Parkesburg, 572 A.2d 859 (Pa. Cmwlth. 1990).  Under the Police Tenure Act,
the appoint ing author ity, either the board of super vi sors, borough coun cil or the board of
commis sion ers, has full discre tion in select ing the chief of police and no demon stra tion of compe tency 
is required.  However, the stat ute does provide for a proba tion ary period which may range from six
months to twelve months.  Any full-time chief in a Police Tenure Act commu nity who success fully
completes his proba tion ary period may only be removed for one of the five stat u tory reasons set forth
in the Tenure Act.  53 P.S. § 812.

Regard ing veter ans’ pref er ence, as noted above for civil service boroughs and first class town ships,
there is no veter ans’ pref er ence where all of the appli cants for police chief are current employ ees. 
Section 7104(a) of the Veterans’ Pref er ence Act applies when none of the appli cants are current
employ ees.  It remains an open ques tion as to what, if any, veter ans’ pref er ence must be granted where 
the appli cant pool for police chief includes both current employ ees and outside appli cants.

Any employ ment action involv ing an unpaid suspen sion, demo tion or termi na tion of a police chief
who has success fully completed his proba tion ary period must be based upon one of the five stat u tory
reasons set forth in Section 812 of the Police Tenure Act. 

With respect to employ ment contracts for a police chief with stat u tory job protec tion under the Police
Tenure Act, the dura tion of the chief’s employ ment would be controlled by the Act; however, salary,
bene fits and paid leave time may be nego ti ated.  As noted above, every employ ment agree ment should
be drafted with thought ful consid er ation of the posi tions of the parties with regard to the time when the 
contract expires.  Most employ ment agree ments fail to take this situ a tion into consid er ation.  It is
impor tant to consult your solic i tor or special labor coun sel prior to enter ing into any employ ment
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agree ments.

3.  Cities of the Third Class
The Third Class City Code, 53 P.S. § 37002. Clearly states that the chief of police serves at the will of
the mayor.  The rele vant stat u tory language provides:

The mayor shall designate, from the force, the Chief and other officers who shall serve as
such officers until their successors are appointed and qualified.  The Chief of Police shall be
designated by the mayor and may be demoted without cause in the same manner but not to
any rank lower than the rank which he held at the time of his designation as Chief of Police. 

There is no probationary period for the chief of police in a third class city since he can be removed at
any time.  

With respect to veter ans’ pref er ence, the same rules discussed above apply.  If the promo tion to chief
is limited to current employ ees, then no veter ans’ pref er ence is required; if only exter nal candi dates
are consid ered, then veter ans’ pref er ence must be provided.  If the candi date pool is mixed, it is an
open ques tion of law as to what appli cants, if any, are enti tled to veter ans’ pref er ence.

The General Assem bly made it quite clear that a police chief in a third class city serves at the will of
the mayor and may be removed for any reason at any time.  If the chief had previ ously held a civil
service rank within the police depart ment, then he may return to that prior civil service rank. 
Conse quently, a chief who is suspended with out pay, demoted to a rank below his previ ous civil
service rank or termi nated would be enti tled to a hear ing before City Coun cil as provided by the Third
Class City Code, 53 P.S. § 39408.   A police chief who is appointed from outside the depart ment has
no rights what so ever.  With respect to employ ment contracts, since no limi ta tion is stat u to rily
permit ted that would other wise restrict a mayor’s right to desig nate the chief of police, it is doubt ful
that a court would recog nize an employ ment contract granted to a chief of police in a third class city.  

Endnotes
1.  Al though the fed eral FCRA does not pre scribe lim i ta tions re gard ing the types of past crim i nal ac tiv ity or al leged crim i nal ac tiv ity

that may be asked about and taken into con sid er ation dur ing the hir ing pro cess, Penn syl va nia state law does ad dress those is sues. 
Spe cifically, Sec tion 9125 of the Crim i nal His tory Re cord In for ma tion Act (“CHRIA”), 18 Pa. C.S.A. § 9125, lim its the crim i nal
his tory in for ma tion upon which both pub lic and pri vate em ploy ers may rely in de ny ing em ploy ment.  You should ver ify with your 
mu nic i pal so lic i tor or la bor coun sel that your em ploy ment ap pli ca tion, in ter view ques tions and back ground in ves ti ga tions com ply
with this stat ute.

2. The brack eted lan guage is the word ing used in Sec tion 1184(c) of the Bor ough Code, 53 P.S. § 46184(c).  Un der Sec tion 638 of
the First Class Town ship Code, 53 P.S. § 55638, the brack eted lan guage ac tu ally reads: “the town ship com mis sion ers.”
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Chapter II.  Model Civil Service Rules

Section 1. Definition of Terms

Unless other wise expressly stated, the follow ing words and phrases, wher ever used in these Rules, shall be
construed to have the mean ing indi cated herein:

Appli cant: Any indi vid ual who applies in writ ing to the commis sion in response to a legally adver tised
notice of vacancy and/or exam i na tion for any posi tion in the police depart ment.

Comment: For first class town ships, which must employ all part-time offi cers under civil
service, the end of this defi ni tion should read “for any full-time or part-time posi tion in the
police depart ment.”

Alter nate Commis sioner:  (First Class Town ships Only)
An indi vid ual appointed by the town ship commis sion ers in a First Class Town ship to serve
as an “Alter nate Civil Service Commis sioner.”  Properly appointed Alter nate Commis sioners 
shall have all the same powers and duties as a prop erly appointed Commis sioner set forth in
the First Class Town ship Code.  

Appointing Author ity: The [BOROUGH COUN CIL/BOARD OF COMMIS SIONERS] of the
[BOROUGH/TOWN SHIP] of [NAME OF MUNIC I PAL ITY], [NAME OF COUNTY],
Penn syl va nia.

Certif i ca tion: The submis sion to the appoint ing author ity pursu ant to its request for three names taken from 
the eligi ble list devel oped by the Civil Service Commis sion.

Chair per son: The Chair per son of the Civil Service Commis sion of the [BOROUGH/TOWN SHIP] of
[NAME OF MUNIC I PAL ITY], Penn syl va nia.

Commis sion: The Civil Service Commis sion of the [BOROUGH/TOWN SHIP] of [NAME OF MUNIC I -
PAL ITY], Penn syl va nia.

Commis sioner: An indi vid ual appointed by the [BOROUGH/TOWN SHIP] of [NAME OF MUNIC I PAL -
ITY], Penn syl va nia to serve as a member of the Civil Service Commis sion.  

Eligi ble: A person whose name is recorded on a current eligi ble list or furlough list.

Eligi ble List:  The list of names of persons who have passed all exam i na tions for a partic u lar posi tion in the 
police depart ment.

Exam i na tion: The series of tests given to appli cants to deter mine their qual i fi ca tions for a posi tion in the
police depart ment.

Furlough List: The list contain ing the names of persons tempo rarily laid off from posi tions in the police
depart ment because of a reduc tion in the number of offi cers.

Comment: The length of recall rights of furloughed offi cers is not prescribed by stat ute, and
no court deci sion has addressed this issue.  A munic i pal ity who lays off a police offi cer
should assume, at the time of layoff, that the employee's recall rights will not expire at some
point in the future.
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Patrol Offi cer: Version A (Boroughs Only)
For purposes of these Rules, an entry level sworn full-time posi tion in the police depart ment.
Comment:  (1) Version A applies only to boroughs, which may hire part-time offi cers outside 
of civil service pursu ant to Section 1195(4) of the Borough Code, 53 P.S. § 46195(4). 
Although it is not ille gal for a borough to hire part-time offi cers, such offi cers do not have
stat u tory job protec tion and are thus at-will employ ees who may be discharged with out
cause or prior notice.  

Patrol Offi cer: Version B (First Class Town ships Only)
For purposes of these Rules, an entry level sworn full-time or part-time posi tion in the police
depart ment.  The appoint ing author ity shall retain full discre tion in deter min ing which
part-time patrol offi cer receives an offer of full-time employ ment.  Regard less of a patrol
offi cer’s hours worked, the civil service rank of full-time and part-time patrol offi cers shall
be the same.
(1)  Version B applies to all first class town ships, as well as to boroughs that opt to hire
part-time offi cers through civil service.  Unlike boroughs, first class town ships must hire all
police offi cers, includ ing part-time offi cers, through civil service.  The employ ment of any
offi cer, part-time or other wise, hired by a first class town ship outside of, or incon sis tent with, 
its civil service rules is void from its incep tion.
Comment:  With respect to the number of hours that deter mines whether a police offi cer is
part-time or full-time, a 32-hour limit on the hours for part-time offi cers is a reason able cap
that will normally take into account unan tic i pated over time that may occa sion ally arise.

Proba tioner: An offi cer in the police depart ment who has been appointed from an eligi ble list, but who has 
not yet completed the work-test period.

Reduc tion in Rank: A change to a differ ent posi tion or rank where the employee fulfilled all of the require -
ments of these Rules for both the prior and current posi tion or rank.  However, a decrease in
salary with out a change to a differ ent posi tion or rank shall not neces sar ily consti tute a
reduc tion in rank.

Removal: The perma nent sepa ra tion of a police offi cer from the police depart ment.

Secre tary: The Secre tary of the Civil Service Commis sion of the [BOROUGH/TOWN SHIP] of [NAME 
OF MUNIC I PAL ITY], Penn syl va nia.

Suspen sion: The tempo rary sepa ra tion with out pay of a police offi cer from the police depart ment.

1.2 Gender

The words "he," "his," "him" and "men" when used in these Rules repre sent both the mascu line and femi nine
genders.
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Section 2.  The Commission

2.1  Civil Service Commission  (For All Municipalities)

(a) The com mis sion shall con sist of three com mis sion ers who shall be qual i fied elec tors of the [BOR -
OUGH/TOWN SHIP] and shall be ap pointed by the [BOR OUGH COUN CIL/BOARD OF COM MIS -
SIONERS] ini tially to serve for the terms of two, four and six years, and as terms there af ter ex pire
shall be ap pointed for terms of six years.

Any vacancy occur ring in the commis sion for any reason what so ever shall be filled by the
[BOROUGH COUN CIL/BOARD OF COMMIS SIONERS] for the unex pired term within the period of 
thirty (30) days after such vacancy occurs.

Each member of the commis sion, before enter ing upon the discharge of the duties of their office, shall
take an oath or affir ma tion to support the Consti tu tion of the United States and of the Common wealth
of Penn syl va nia and to perform their offi cial duties with fidel ity.  No civil service commis sioner shall
receive compen sa tion.

2.1  (First Class Town ships Only)

(b) Al ter nate Com mis sioners.  The Board of Com mis sioners may ap point no more than three qual i fied
elec tors of the Town ship to serve as al ter nate mem bers of the com mis sion.  The term of of fice shall be
six years.  An al ter nate shall be en ti tled to par tic i pate in all pro ceed ings and dis cus sions of the com -
mis sion to the same and full ex tent as pro vided by law for com mis sion mem bers, in clud ing spe cif i cally 
the right to cast a vote as a vot ing mem ber dur ing the pro ceed ings, and shall have all the pow ers and
du ties set forth in the First Class Town ship Code and as oth er wise pro vided by law.  Al ter nates shall
hold no other of fice in the town ship.  Any al ter nate may par tic i pate in any pro ceed ing or dis cus sion of
the com mis sion, but shall not be en ti tled to vote as a mem ber of the com mis sion un less des ig nated as a 
vot ing al ter nate mem ber pur su ant to Sec tion 628 of the First Class Town ship Code.  

Com ment:  (1) On June 12, 2002, the Penn syl va nia Gen eral As sem bly amended Sec tion 628 of the
First Class Town ship Code by chang ing the num ber of civil ser vice com mis sion ers re quired to con sti -
tute a quo rum from two to three.   The new quo rum re quire ments take ef fect on Au gust 12, 2002, and
thus any of fi cial ac tion taken by a civil ser vice com mis sion on or af ter that date must take place at a
meet ing dur ing which at least three com mis sion mem bers are pres ent.  

(2) Act 54 also per mits the board of com mis sion ers to ap point “al ter nate civil ser vice com mis sion -
ers.”  Pre sum ably, this was an ef fort by the Gen eral As sem bly to en able civil ser vice com mis sions in
first class town ships to meet the new quo rum with greater ease.  It should be noted, how ever, that Act
54 con fers upon boards of com mis sion ers the dis cre tion to ap point al ter nate civil ser vice com mis sion -
ers, but it does not re quire them to do so.  The power and au thor ity of al ter nate civil ser vice com mis -
sion ers is set forth in the text of Sub sec tion 2.1(b).

(3)  The brack ets placed around Sub sec tion 2.1(a) are in tended to re flect that bor oughs, which are not 
ef fected by Act 54, should not have let tered sub sec tions un der their ver sion of Sec tion 2.1. 

2.2  Offices Incompatible with Civil Service Commissioner

No commis sioner shall at the same time hold an elec tive or appointed office under the United States
Government, the Common wealth of Penn syl va nia or any polit i cal subdi vi sion of the Common wealth, except
that one member of the commis sion may be a member of the [BOROUGH COUN CIL/BOARD OF COMMIS -
SIONERS].  {For Boroughs Only: "One commis sioner may be a member of the teach ing profes sion."}
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2.3  Organization of Commission; Quorum

(Bor oughs Only)

The commis sion first appointed shall orga nize within ten days of its appoint ment and shall elect one of 
its members as its chair per son and one as its secre tary.  The commis sion shall there af ter meet and
orga nize on the first Monday of Febru ary of each even-num bered year. Two members of the commis -
sion shall consti tute a quorum and no action of the commis sion shall be valid unless it shall have the
concur rence of at least two members.

(First Class Town ships Only)

(a) The com mis sion first ap pointed shall or ga nize within ten days of its ap point ment and shall elect one of 
its mem bers as its chair per son and one as its sec re tary.  The com mis sion shall there af ter meet and or -
ga nize on the first Mon day of Jan u ary of each even-num bered year. Three mem bers of the com mis sion 
shall con sti tute a quo rum and no ac tion of the com mis sion shall be valid un less it shall have the con -
cur rence of at least two mem bers.

(b) If, by reason of absence or disqual i fi ca tion of a member, a quorum is not reached, the chair man shall
desig nate as many alter nate members of the commis sion to sit on the commis sion as may be needed to
provide a quorum.  Any alter nate member of the commis sion shall continue to serve on the commis -
sion in all proceed ings involv ing the matter or case for which the alter nate was initially desig nated
until the commis sion has made a final deter mi na tion of the matter or case.  Desig na tion of an alter nate
shall be made on a case-by-case basis in rota tion accord ing to declin ing senior ity among all alter nates.  
No action of the commis sion shall be valid unless it shall have the concur rence of at least two
members.

(c) For purposes of hiring and promot ing police offi cers under these Rules, each step of the hiring or
promo tional process requir ing offi cial action by the commis sion shall be consid ered a sepa rate “matter 
or case” under Subsec tion (b), above, and each step of the hiring or promo tional process need not be
voted upon or approved by the same compo si tion of commis sion ers or alter nate commis sion ers, as the
case may be, provided that the quorum require ment has been satis fied.

Com ment:  (1)  As discussed in the Com ment to Sec tion 2.1 (above), Act 54 amended the civil ser vice
pro vi sions of the First Class Town ship Code to in crease the min i mum num ber of civil ser vice com mis -
sion mem bers who must be pres ent in or der for the com mis sion to take of fi cial ac tion (i.e., the quo -
rum) from two to three.  For bor oughs, two of the three com mis sion mem bers will still con sti tute a
quo rum for pur poses of tak ing of fi cial ac tion. 

(2) With re spect to the re or ga ni za tion meet ing men tioned in this sec tion, the civil ser vice pro vi sions of
the Bor ough Code pre scribes the first Mon day in Feb ru ary of each even-num bered year as the date for 
the com mis sion’s re or ga ni za tion meet ing, whereas the cor re spond ing pro vi sion of the First Class
Town ship Code pre scribes the first Mon day in Jan u ary of each even-num bered year.

2.4  Duties of Chairperson

The chair per son, or in his absence, the vice-chair per son, shall preside at all meet ings and hear ings of the
commis sion, decide all points of order or proce dure and perform any duties required by law or these Rules.

2.5  Duties of Secretary

The secre tary shall carry on at the direc tion of the commis sion all offi cial corre spon dence of the commis sion,
send out all notices required by law and these Rules, keep a record of each exam i na tion or other offi cial action 
of the commis sion, and perform all other duties required by law or these Rules.
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2.6  Meetings

Except for the bien nial orga ni za tion meet ing, all meet ings shall be held either at the call of the chair per son or
at the call of two members of the commis sion.  The commis sion shall have the discre tion to deter mine whether 
meet ings shall be open to the public when not specif i cally regu lated by law or these Rules.  The secre tary of
the commis sion shall give each commis sioner twenty-four (24) hours notice in writ ing of each and every meet -
ing of the commis sion.

Com ment:  Al though the First Class Town ship Code pro vides sim ply that writ ten no tice of each and
ev ery meet ing be given to all the com mis sion ers, the re quire ment for 24 hours writ ten no tice from the
Bor ough Code is pref er a ble be cause it pro vides a min i mum time pe riod for no tice.  You should also
con firm with your so lic i tor that your civil ser vice com mis sion is com ply ing with all ap pli ca ble pro vi -
sions of the Sun shine Act, 65 P.S. § 271 et seq. when sched ul ing a meet ing as well as when tak ing any
for mal ac tion.

2.7  Clerks and Supplies

The govern ing body shall furnish the commis sion with such supplies and cler i cal assis tance as may be neces -
sary for the commis sion to fulfill its duties.  In addi tion, the commis sion may retain coun sel, and any other
consul tants or experts, includ ing physi cians and psychi a trists, as are neces sary.  The elected and appointed
offi cials of the [BOROUGH/TOWN SHIP] shall assist the commis sion with all reason able and appro pri ate
efforts includ ing compen sa tion for any coun sel or experts retained by the commis sion.

Com ment:  Un der the ex press lan guage of the mu nic i pal codes, the civil ser vice com mis sion can not
re tain the ser vices of an at tor ney other than the mu nic i pal ity’s duly-ap pointed so lic i tor with out first
ob tain ing the ap proval of the board of com mis sion ers or bor ough coun cil.

2.8  Amendment of Rules

The commis sion may amend, revise, void or replace these Rules for any reason by action of a major ity of the
commis sion at any prop erly convened meet ing of the commis sion. Before any changes to these Rules become
effec tive, those changes must be approved by the [BOROUGH COUN CIL/BOARD OF COMMIS SIONERS].  
These Rules, and any amend ments thereto shall be made avail able to the public for distri bu tion or inspec tion.

Com ment:  As noted in the In tro duc tion to this Man ual, prior to any changes, your so lic i tor or la bor
coun sel should be con sulted to de ter mine whether any col lec tive bar gain ing ob li ga tions ex ist.

2.9  Minutes and Records

The commis sion shall keep minutes of its proceed ings and records of exam i na tions and other offi cial action. 
All records of the commis sion shall be preserved and disposed of accord ing to the Reten tion and Dispo si tion
Sched ule for Records of Penn syl va nia Munic i pal ities issued by the Local Govern ment Records Commit tee
under the author ity of the Munic i pal Records Act, 53 Pa. C.S.A. § 1381 et seq.

Any and all records related to any disci plin ary action filed with the commis sion shall be open to public inspec -
tion subject to reason able regu la tion.  The secre tary shall keep minutes of the commis sion’s proceed ings show -
ing the vote of each member upon each ques tion.  If the member is absent or fails to vote, the secre tary shall
indi cate that fact in the minutes.

2.10  Investigations

The commis sion shall have the power to make inves ti ga tions concern ing all matters relat ing to the admin is tra -
tion and enforce ment of these Rules. The chair per son of the commis sion is autho rized to admin is ter oaths and
affir ma tions for witnesses testi fy ing in connec tion with such inves ti ga tions.
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2.11  Subpoenas

The commis sion shall have the power to issue subpoe nas over the signa ture of the chair per son, or designee, to
acquire the atten dance of witnesses and the produc tion of records and papers pertain ing to any inves ti ga tion or 
inquiry, includ ing any back ground inves ti ga tion conducted pursu ant to Section 4.9 of these Rules.  The fees of 
such witnesses for atten dance and travel shall be the same as for witnesses appear ing in the courts and shall be
paid from appro pri a tions for the inci den tal expense of the commis sion.

All offi cers in public service and employ ees of the [BOROUGH/TOWN SHIP] shall attend and testify when
required to do so by the commis sion.

If any person shall refuse or neglect to obey any subpoena issued by the commis sion, upon convic tion of such
refusal or neglect in a summary proceed ing, that person shall be sentenced to pay a fine not to exceed one
hundred dollars ($100), and in default of the payment of such fine and cost shall be impris oned not to exceed
thirty (30) days.

If any person shall refuse or neglect to obey any subpoena, the commis sion may apply by peti tion to the Court
of Common Pleas of [NAME OF COUNTY OR JUDI CIAL DISTRICT] for its subpoena, requir ing the atten -
dance of such persons before the commis sion or the court to testify and to produce any records and papers
neces sary, and in default thereof shall be held in contempt of court.

2.12  Annual Report

The commis sion shall make an annual report to the [BOROUGH COUN CIL/BOARD OF COMMIS -
SIONERS] contain ing a brief summary of its work during the year and a full account ing for any expen di tures
of public monies.  The annual report shall be avail able for public inspec tion.

Section 3.  Applications and Qualifications

3.1  Eligibility for Examination

In order to be eligi ble for partic i pa tion in any exam i na tion for any posi tion with the police depart ment, every
appli cant must submit a completed appli ca tion form to the commis sion before the dead line stated by the
commis sion for that specific exam i na tion.  The appli cant must make an oath or affir ma tion that the appli ca tion 
is completed truth fully, and the appli cant is subject to the penal ties of 18 Pa. C.S.A. § 4904 relat ing to
unsworn falsi fi ca tion to author i ties.

Com ment:  A model ap pli ca tion form is at tached as Form CS-1.  At the end of the ap pli ca tion, there is 
a de tailed waiver and re lease for back ground checks.  Please read it care fully to en sure that it meets
the needs of your mu nic i pal ity. 

3.2  Discrimination

The [BOROUGH/TOWN SHIP] is an equal oppor tu nity employer.  It is the [BOROUGH/TOWN SHIP]'s and
the commis sion's policy to grant equal employ ment oppor tu ni ties to qual i fied persons with out regard to race,
reli gion, color, national origin, gender, age, veteran status, mari tal status or non-job-related phys i cal or mental
hand i cap or disabil ity.  The [BOROUGH/TOWN SHIP] and the commis sion will provide equal oppor tu ni ties
in employ ment and promo tion.
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3.3  Availability

Appli ca tion forms shall be avail able to all inter ested persons in the office of the [DESIG NATE
BOROUGH/TOWN SHIP OFFI CIAL], and from such other offices and offi cers that the commis sion, from
time to time, may choose to desig nate.  Appli ca tion forms may be mailed upon writ ten or tele phone request. 
However, the commis sion assumes no respon si bil ity for missed filing dead lines due to a delay in the mail.

3.4  Age and Residency Requirements

All appli cants must have reached their eigh teenth (18th) birth day before the dead line for submit ting completed 
appli ca tions.  [FOR MUNIC I PAL ITIES WITH RESI DENCY REQUIRE MENTS:  Appli cants must move into
the [BOROUGH/TOWN SHIP] within six (6) months of complet ing their proba tion ary period].

Com ment:  (1)  Al though the stat u tory min i mum hir ing age for a po lice of fi cer is 18 years of age, a
mu nic i pal ity may law fully in crease the min i mum age to 21 or even to 25 in or der to en sure against the 
im ma tu rity of youn ger ap pli cants.

(2) While res i dency re quire ments are not man da tory, they are per mis si ble.  For mu nic i pal i ties whose
po lice of fi cers are cov ered by a col lec tive bar gain ing agree ment, the im po si tion of a res i dency re -
quire ment must be ne go ti ated.

3.5  General Qualifications — All Applicants

Every appli cant for any posi tion in the police depart ment shall possess a diploma from an accred ited high
school or a grad u ate equiv a lency diploma.  In addi tion, every appli cant must be a United States citi zen, be
phys i cally and mentally fit to perform the full duties of a police offi cer, and, prior to appoint ment, possess a
valid motor vehi cle oper a tor’s license issued by the Common wealth of Penn syl va nia.

Com ment:  (1)  A mu nic i pal ity may in crease the min i mum ed u ca tional qual i fi ca tion to an as so ci ate's
or bach e lor's de gree.  A mu nic i pal ity may also im pose the ad di tional min i mum re quire ment of suc -
cess ful com ple tion of the train ing and ed u ca tion pre scribed by the Mu nic i pal Po lice Ed u ca tion and
Training Act (“Act 120”), 53 Pa. C.S.A. § 2161 et seq.

(2) Un der the fed eral and state dis crim i na tion laws, ex clud ing non-U.S. cit i zens from po lice of fi cer
po si tions is per mis si ble but not re quired.  How ever, the Mu nic i pal Po lice Of fi cers’ Ed u ca tion and
Training Act re quires U.S. cit i zen ship to ob tain Act 120 cer tif i ca tion.

3.6  General Qualifications — Applicants for Promotion

(a) In ad di tion to meet ing the qual i fi ca tions in Sec tion 3.5 above, all ap pli cants for a pro mo tional po si tion, 
ex cept chief, shall have not been sus pended with out pay for more than five (5) days in the three (3)
years prior to the dead line for sub mit ting ap pli ca tions.  Any sus pen sion to which the ap pli cant has
timely ap pealed pur su ant to a con trac tual griev ance pro ce dure or these Rules shall be dis re garded un -
less the ap peal is re solved prior to the cre ation of the el i gi bil ity list.

(b) All appli cants shall have contin u ous prior service with the police depart ment of [NAME OF MUNIC I -
PAL ITY] as follows:

(1) an ap pli cant for the po si tion of [COR PO RAL] shall have at least [TWO (2)] years of ser vice with
the de part ment;

(2) an appli cant for the posi tion of [SERGEANT] shall have at least [TWO (2)] years of expe ri ence as
a [CORPO RAL] within the police depart ment;
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(3) an appli cant for the posi tion of [LIEU TEN ANT] shall have at least [TWO (2)] years of expe ri ence
as a [SERGEANT] within the police depart ment; and

(4) an appli cant for the posi tion of [CAPTAIN] shall have at least [TWO (2)] years expe ri ence as a
[LIEU TEN ANT] within the police depart ment.

Com ment:  (1) An nual re views or eval u a tions are rarely done, and when done, gen er ally fail to prop -
erly re flect the of fi cer's true per for mance.  Con se quently, we would rec om mend that a thresh old per -
for mance stan dard, such as the ab sence of any un paid sus pen sions within a spe cific time pe riod, be
used to screen out un suc cess ful can di dates for pro mo tion.  In ad di tion, in or der to avoid any due pro -
cess claims, only sus pen sions which are fi nal and not pend ing on ap peal should be con sid ered.

(2) The ranks of cor po ral, ser geant, lieu ten ant and cap tain are by no means de fin i tive or re quired. 
The de part ment may only have pa trol of fi cers and a chief, or ser geant and chief.  Each de part ment
should base its com mand struc ture on the size of the de part ment and the needs and re quire ments of the 
com mu nity which it serves.

The po si tions of de tec tive, de tec tive ser geant and dep uty chief may also be des ig nated as civil ser vice
po si tions.  How ever, sim ply be cause a par tic u lar duty as sign ment is cre ated, for ex am ple de tec tive, the 
mu nic i pal ity is not re quired to give this po si tion civil ser vice pro tec tion.  An of fi cer whose only civil
ser vice ap point ment was as pa trol of fi cer may be as signed to the po si tion of de tec tive, given ad di -
tional pay, a dif fer ent uni form or plain clothes.  How ever, un less that of fi cer was ap pointed to that po -
si tion pur su ant to suc cess ful com ple tion of com pet i tive tests un der these Rules and ap pointed from a
bona fide list of three eligibles, that of fi cer has no right to re tain the higher clas si fied po si tion un der
these Rules if later re as signed back to the  du ties of pa trol of fi cer.  It is im por tant to note that, un der a 
col lec tive bar gain ing agree ment, the of fi cer may have some other rights against trans fer. For civil ser -
vice pur poses, though, the re as sign ment from the non-civil ser vice sta tus of de tec tive to pa trol of fi cer
does not con sti tute a re duc tion in rank or de mo tion.

(3)  The above model reg u la tion which re quires a pe riod of time in the pre vi ous rank be fore be ing el i -
gi ble for pro mo tion to the next rank merely serves as an il lus tra tion and is not the only op tion.

For ex am ple, in a de part ment with cor po rals and ser geants, a can di date for ser geant could be any of -
fi cer with five or more years ex pe ri ence on the force, rather than lim it ing the test ing for ser geant only
to cur rent cor po rals. Once again, this is a de ter mi na tion which the ap point ing au thor ity and civil ser -
vice com mis sion must make based on the size of its de part ment and the best in ter ests of the com mu nity.

(4) Since the rel e vant stat utes do not pro hibit of fi cers em ployed by other po lice de part ments from ap -
ply ing for pro mo tional po si tions such as cor po ral, ser geant, etc., it is LE GAL for a mu nic i pal ity to
make two years of po lice ex pe ri ence in “any” po lice de part ment a pre req ui site for cor po ral, and four
years ex pe ri ence in “any” po lice de part ment a pre req ui site for ser geant, as an ex am ple.  How ever,
cer tain col lec tive bar gain ing ob li ga tions may ex ist. In ad di tion, due to the points and pref er ence
rights of vet er ans ap ply ing for an ini tial civil ser vice po si tion, out side ap pli cants for an open pro mo -
tion po si tion may pos sess an ex ces sive ad van tage over cur rently em ployed of fi cers.  This is sue is dis -
cussed in more de tail in the In tro duc tion as well as in the Com ment to Sec tion 4.6.

3.7  Rejection of Applicant

The commis sion may refuse to exam ine or, if exam ined, may refuse to certify as eligi ble after exam i na tion any 
appli cant who is found to lack any of the mini mum qual i fi ca tions for exam i na tion prescribed in these Rules for 
the partic u lar posi tion for which the appli cant has applied.  In addi tion, the commis sion may refuse to exam -
ine, or if exam ined, may refuse to certify any appli cant who is phys i cally or mentally unfit to perform the full
duties of the posi tion applied for, or who is a habit ual substance abuser, who is guilty of any crime involv ing
moral turpi tude, or of infa mous or noto ri ously disgrace ful conduct, or who has been dismissed from public
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service for delin quency or miscon duct in office, or who is affil i ated with any group whose poli cies or activ i ties 
are subver sive to the forms of govern ment set forth in the consti tu tions and laws of the United States and the
Common wealth of Penn syl va nia.

Com ment:  (1) This sec tion mir rors the stat u tory lan guage of the mu nic i pal codes and is the stan dard
for dis qual i fy ing an ap pli cant for fail ing the back ground in ves ti ga tion.

(2)  Since an ap pli cant may chal lenge any as pect of the exam pro cess when dis qual i fied, and be cause
an ad min is tra tive hear ing body, such as the civil ser vice com mis sion, may not hear an ap peal re gard -
ing the pro pri ety of its own de ci sion, it is im por tant to con sult your so lic i tor or la bor coun sel be fore
re ject ing a can di date to en sure that the civil ser vice com mis sion may ad ju di cate the ap peal with out vi -
o lat ing the ap pli cant’s due pro cess rights.

3.8  Recording and Filing Applications

Appli ca tions for posi tions in the police depart ment shall be received at the [BOROUGH/TOWN SHIP] build -
ing only after a hiring or promo tional test has been prop erly adver tised and before the dead line for receiv ing
appli ca tions which must be set forth in the public adver tise ment.  Appli ca tions will be received by the munic i -
pal offi cer desig nated in the public adver tise ment or that offi cer's designee.  That person shall record the
receipt of all appli ca tions and provide each appli cant with notice of the time and place for the first portion of
the test ing proce dure, the writ ten exam i na tion.  Any appli ca tion contain ing mate rial errors or omis sions may,
at the discre tion of the commis sion, be returned to the appli cant for correc tion prior to the dead line for filing
appli ca tions, after which no new appli ca tions or amended appli ca tions will be accepted.

Com ment:  A model no tice for the writ ten ex am i na tion is at tached as Form CS-2 (page 59). 

3.9  Hearing for Disqualified Applicants

Any appli cants or other persons who believe that they are aggrieved by the actions of the commis sion in refus -
ing to exam ine or to certify them as eligi ble after exam i na tion, may request a hear ing before the commis sion. 
Within ten days after such request, the commis sion shall desig nate a time and place for the hear ing which shall 
be conducted pursu ant to the proce dures set forth in the Local Agency Law, 2 Pa. C.S. § 101 et seq. The appli -
cant or aggrieved party must make his request for a hear ing in writ ing within ten calen dar days of the date
when the party knew or should have known of the commis sion's action which is being chal lenged.

Com ment:  It is im por tant to re view the Com ment un der Sec tion 3.7, re gard ing the hear ing rights of a
re jected ap pli cant. 

3.10  Public Notice

The commis sion shall conspic u ously post in the [BOROUGH/TOWN SHIP] build ing an announce ment of the
hiring or promo tional test ing and set forth the time and place of every exam i na tion, together with the infor ma -
tion as to the type of posi tion to be filled, the require ments for that posi tion, where appli ca tions may be
obtained, and the dead line for filing those appli ca tions.  In addi tion, at least two weeks prior to the close of the 
appli ca tion period, publi ca tion of the notice shall occur in at least one news pa per of general circu la tion or a
news pa per circu lat ing gener ally in the [BOROUGH/TOWN SHIP].  

Com ment:  A model no tice for post ing and pub li ca tion is at tached as Form CS-3 (page 60).
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Section 4.  Examination and Grading Proce dure

4.1  General Examination Requirements for the Position of Patrol Officer

The exam i na tion for patrol offi cer will consist of a writ ten and an oral exam i na tion which will be graded on a
one hundred (100) point scale with the writ ten exam i na tion repre sent ing seventy percent (70%) of the final
score and the oral exam i na tion repre sent ing thirty percent (30%) of the final score.  In addi tion, each appli cant
will undergo a phys i cal agil ity test, a poly graph test and a back ground inves ti ga tion. These tests and inves ti ga -
tion will be graded on a pass/fail basis for every appli cant.  After an appli cant has been extended a condi tional
offer of employ ment, final appoint ment shall be contin gent upon the appli cant pass ing a medi cal and psycho -
log i cal exam i na tion.

Com ment:  (1)  Un der the Bor ough and First Class Town ship Codes, ex am i na tions must be prac ti cal
in char ac ter and re late to mat ters which would fairly test the mer its and fit ness of the ap pli cant with
re spect to his abil ity to per form the du ties of po lice of fi cer.  The above list of tests is overinclusive. 
For ex am ple, poly graph test ing and phys i cal agil ity test ing are not re quired by law.  More over, be -
cause of the ex ten sive pro ce dural re quire ments for poly graph test ing, which are nec es sary to avoid
po ten tial con sti tu tional rights vi o la tions, these overly bur den some poly graph test ing re quire ments may 
be too ex pen sive and prob lem atic for me dium to small de part ments.  These con cerns are de tailed more 
fully un der Sec tion 4.7.

(2) An other im por tant con sid er ation is that un der the Amer i cans with Dis abil ities Act (“ADA”), a job
ap pli cant for any po si tion, whether po lice of fi cer or road crew, may not be given a med i cal or psy cho -
log i cal ex am i na tion un til af ter an of fer for em ploy ment has al ready been made.  This le gal re quire -
ment is dis cussed in more de tail un der Sec tion 5.4.

(3) The weighted av er age for the writ ten and oral ex ams are com pletely dis cre tion ary, and a mu nic i -
pal ity may as sign what ever per cent ages it be lieves are ap pro pri ate.  For ex am ple 50% for both the
writ ten and oral exam, or 60% for the writ ten exam and 40% for the oral exam.

(4) Stan dard ized writ ten tests for hir ing and pro mo tions are avail able from var i ous test ing ser vices. 
When se lect ing a test, it is im por tant to find out if it has been val i dated and whether the test ing ser vice 
guar an tees se cu rity for its ques tion and an swer sheets.

4.2  General Examination Requirements for Promotions

The exam i na tion for the posi tions of [CORPO RAL, SERGEANT, LIEU TEN ANT AND CAPTAIN] shall
include a writ ten and an oral exam i na tion which will be graded on a one hundred (100) point scale with the
writ ten exam i na tion repre sent ing seventy percent (70%) of the final score and the oral exam i na tion repre sent -
ing thirty percent (30%) of the final score.  {OPTIONAL:  In  addi tion, each appli cant will undergo a phys i cal
agil ity test which will be graded on a pass/fail basis for every appli cant.}  {ALSO OPTIONAL: After an appli -
cant has been extended an offer of promo tion, the final appoint ment to the promo tional posi tion shall be
contin gent upon the appli cant pass ing a medi cal and psycho log i cal exam i na tion.}

Com ment:  (1)  Tra di tionally, a per for mance eval u a tion has been in cluded as a graded com po nent
along with the writ ten and oral ex am i na tions that are used to de ter mine an ap pli cant’s rank on the el i -
gi bil ity list. We rec om mend us ing the thresh old gen eral re quire ment stated in Sec tion 3.6 be cause of
the in creased lit i ga tion as so ci ated with pub lic em ploy ment hir ing and pro mot ing.  In or der to with -
stand a court chal lenge, the use of an em ployee's per for mance eval u a tion would re quire that eval u a -
tion to sur vive scru tiny as to its ob jec tiv ity.
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Un less the de part ment can rely upon a spe cific list of ob jec tive stan dards pub lished and adopted in
ad vance of the test, which were then strictly fol lowed, to jus tify why one of fi cer got ten out of ten
points and an other of fi cer only seven, a chal lenge to the test ing pro ce dure could re sult in the en tire el -
i gi bil ity list be ing de clared in valid.  Con se quently, we do not rec om mend the use of per for mance eval -
u a tions as a com po nent of the ex am i na tion pro cess.  In ad di tion, if pro mo tional op por tu ni ties are
open to po lice of fi cers from out side of your po lice de part ment, then the stan dard of whether they had
re ceived a lengthy sus pen sion would be more ap pro pri ate than hav ing the out side ap pli cant's chief
score that of fi cer's per for mance.  Spe cial prob lems may ex ist with open ing up pro mo tions to out side
can di dates, due to un set tled le gal is sues in volv ing vet er ans’ pref er ence.

Finally, if the com mis sion or ap point ing au thor ity wel comes in put from the chief as to which can di -
dates would be most de serv ing of pro mo tion, that in put could be so lic ited when the cer ti fied list of
three el i gi ble of fi cers is pre sented for con sid er ation.

(2)  The break down of sev enty per cent (70%) for writ ten and thirty per cent (30%) for oral is a sug ges -
tion only. A com mis sion may set any ra tio it pre fers.

(3)  Since the new ADA re quire ment for med i cal ex am i na tion ap plies only to new hires, med i cal test -
ing af ter a de ci sion for pro mo tion has been made would per mit out side ap pli cants to ap ply for pro mo -
tional op por tu ni ties with out chang ing the exam pro ce dure.

4.3  Appointment of Examiners

The commis sion shall appoint a writ ten exam i na tion admin is tra tor, an oral exam i na tion admin is tra tor, a poly -
graph exam iner, a phys i cal agil ity exam iner, a medi cal exam iner and a psycho log i cal exam iner to conduct the
appro pri ate exam i na tion required by these Rules.

Com ment:  Model res o lu tions for the ap point ment of each of these ex am in ers are at tached as Forms
RES-1 (page 85) through RES-6 (page 90), re spec tively, and model no tices of ap point ment of these ex -
am in ers are at tached as Forms APPT-1 (page 97)  through APPT-6B (page 107).

4.4  Written Examination

The writ ten exam i na tion shall be graded on a 100 point scale, and an appli cant must score seventy percent
(70%) or higher and receive one of the top [INSERT DESIRED NUMBER] high est scores, includ ing ties, in
order to continue in the appli ca tion process.  Appli cants scor ing less than seventy percent (70%) or not receiv -
ing one of the top [INSERT NUMBER USED ABOVE] high est scores shall be rejected.  Within thirty (30)
days after the admin is tra tion of the writ ten exam i na tion, all appli cants shall be given writ ten notice of their test 
results, and each pass ing appli cant shall be informed of the next step in the exam i na tion process. 

Com ment:  (1) A model let ter in form ing a pass ing ap pli cant of the writ ten score is at tached as Form
CS-4 (page 61), and a model let ter for a fail ing ap pli cant is at tached as Form CS-5 (page 62). 

(2)  The pass ing grade of 70% can be ad justed or even elim i nated de pend ing upon the ex pe ri ence of
the com mis sion.  For ex am ple, pass ing may be des ig nated as  60% or 80%.  In this edi tion, a set num -
ber of pass ing ap pli cants in the writ ten exam is rec om mended to im me di ately re duce the size of the ap -
pli cant pool be cause some mu nic i pal i ties have hun dreds of ap pli cants for one open ing.  By
des ig nat ing the num ber of ap pli cants who pass the writ ten test, a mu nic i pal ity can limit the amount of
time in volved in oral in ter views, back ground in ves ti ga tions and phys i cal agil ity test ing.
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4.5  Oral Examination

Every appli cant who scored seventy percent (70%) or higher and receives one of the top [INSERT NUMBER
USED ABOVE UNDER SECTION 4.4] high est scores, includ ing  ties in the writ ten exam i na tion, shall be
given an oral exam i na tion that will be graded on a 100 point scale with a score of seventy percent (70%) or
higher neces sary for pass ing. The oral exam i na tion shall involve ques tion ing appli cants on how they would
handle situ a tions rele vant to police work.  Within thirty (30) days after the appli cants' oral exam i na tion, they
shall be informed of their oral exam i na tion and total over all scores, and each pass ing appli cant shall be
informed of the next step in the exam i na tion process.  

Com ment:  (1)  A model let ter in form ing a pass ing ap pli cant of the oral score is at tached as Form
CS-6 (page 63), and a model let ter for a fail ing ap pli cant is at tached as Form CS-7 (page 64).   

(2)  The pass ing grade of sev enty per cent (70%) can be ad justed or even elim i nated,  as noted above,
based upon the ex pe ri ence of the com mis sion. 

(3)  Be cause of due pro cess prob lems, mem bers of the civil ser vice com mis sion should never par tic i -
pate in the oral ex am i na tion pro cess ei ther as ex am in ers or ob serv ers.  This rec om men da tion stems
from an ap pli cant's right to ap peal to the com mis sion any dis pute in volv ing the ex am i na tion pro cess. 
If an ap pli cant, for ex am ple, fails an oral in ter view or re ceives a poor grade and ap peals that de ci sion 
to the civil ser vice com mis sion, a vi o la tion of the ap pli cant's due pro cess rights would oc cur if the
com mis sion ers served as oral ex am in ers and then as hear ing of fi cers to ad ju di cate the claims of the
com plain ing ap pli cant.

When hear ing a chal lenge to any por tion of the test ing pro ce dure, the civil ser vice com mis sion ers
must base their de ci sion only on the tes ti mony and doc u men tary ev i dence pre sented to them dur ing the 
hear ing.  Any com mis sioner who has in de pend ent knowl edge due to par tic i pa tion as an ex am iner or
ob server in the oral ex am i na tions would be "tainted" with re spect to pro ce dural due pro cess
protections owed the ap pli cant, and this could re quire the void ing of the whole test ing pro ce dure.  The 
proper role for the com mis sion is to serve as an over sight au thor ity for the ad min is tra tion of the var i -
ous com po nents to the ex am i na tion pro cess.  The com mis sion should not be in volved di rectly in the
ad min is tra tion of any of the tests or back ground in ves ti ga tion.

4.6  Veterans' Preference Points

Pursu ant to the Veterans' Pref er ence Act, any appli cant for the posi tion of patrol offi cer who qual i fies as a
"soldier" under this Act shall receive an addi tional ten (10) points on top of their total score if that appli cant
had received pass ing scores under Sections 4.1, 4.4 and 4.5.  Any appli cant claim ing veter ans’ pref er ence is
respon si ble for provid ing any and all rele vant docu ments to the commis sion.

Com ment:  (1) De ter mining who re ceives vet er ans' pref er ence points has re sulted in much lit i ga tion. 
We rec om mend re view ing the dis cus sion in the In tro duc tion and ad her ing to the fol low ing ba sic rules:

(a) Any one who has served in the mil i tary since July of 1953 and re ceived an hon or able dis charge 
is el i gi ble to re ceive vet er ans' pref er ence points.  Ap pli cants who con tinue to serve in the mil i -
tary af ter com plet ing their full orig i nal ser vice com mit ment, but who have not yet been hon or -
ably dis charged due to reenlistment, are also el i gi ble for vet er ans’ pref er ence.  How ever,
ap pli cants who were mem bers of the Na tional Guard and Re serves are el i gi ble for vet er ans'
pref er ence only if they have com pleted both the full train ing and ser vice com po nents of their
orig i nal mil i tary com mit ment at the time of the civil ser vice ex am i na tion.

(b) The por tion of the Vet erans' Pref er ence Act that pro vides for a fif teen per cent (15%) markup
on an ap pli cant's ex am i na tion score be fore the ap pli cant takes the ex am i na tion has been
found un con sti tu tional and should be ig nored.



23

(c) Vet erans' pref er ence points may not be pro vided for pro mo tions be cause such an award over -
val ues mil i tary ser vice.  NOTE: Please re view the In tro duc tion to this Man ual on this point.

(d) In se lect ing can di dates from the cer ti fied list of three (3) un der Sec tion 5.2, where one of the
three can di dates is a vet eran un der the Vet erans’ Pref er ence Act, then the ap point ing au thor -
ity must se lect that in di vid ual for ap point ment.  With re spect to pro mo tions and vet er ans’ pref -
er ence, this is sue is dis cussed in de tail un der Sec tion 5.2.

(e) Finally, vet er ans' pref er ence points are the only ad di tional points au tho rized by law to be
added to a can di date's pass ing score.  Al lowing points for higher ed u ca tion, past ser vice, cur -
rent Act 120 cer tif i ca tion, or the like, is not au tho rized by stat ute and should not be awarded.

(2)  NOTE:  You should also con sult your so lic i tor or la bor coun sel to ver ify that you are award ing
vet er ans’ pref er ence in a proper fash ion.

4.7  Polygraph Examination

(a) Ev ery ap pli cant for the po si tion of pa trol of fi cer shall fill out a Per sonal Data Ques tion naire and un -
dergo a poly graph ex am i na tion.  The com mis sion shall fur nish each poly graph ex am iner with forms
upon which the ex am iner shall state whether any of the ap pli cant's re sponses to ques tions from the ap -
pli cant's Per sonal Data Ques tion naire are de cep tive.  The re port on each ex am i na tion shall be sub mit -
ted to the com mis sion within five (5) days af ter the date of the ex am i na tion.

(b) The ex am iner shall ask ques tions based on the in for ma tion con tained in the Per sonal Data Ques tion -
naire.  Be fore ad min is ter ing the test, the ex am iner shall ask each ap pli cant whether there is any more
in for ma tion re lated to the Per sonal Data Ques tion naire which the ap pli cant would like to pro vide.
There shall also be a post-test re view, dur ing which the ex am iner shall again ask the par tic i pant, if de -
cep tion is in di cated, whether there is any in for ma tion which the ap pli cant is with hold ing.

(c) If the ex am iner shall deem any of the ap pli cant's re sponses to be de cep tive, the ex am iner must tell the
ap pli cant im me di ately and give the ap pli cant an op por tu nity to ex plain, deny or ad mit the de cep tion. 
If the ap pli cant de nies be ing de cep tive or if the ex pla na tion is found un sat is fac tory by the ex am iner,
the ap pli cant will be given the op por tu nity to re take the test with a sec ond ex am iner.  No tice of the op -
por tu nity to re test shall be given in writ ing to the ap pli cant. The sec ond ex am iner will not have ac cess
to the re sults of the first test prior to re admini ster ing the poly graph.  If the sec ond ex am iner finds no
de cep tion, the ap pli cant will be con sid ered as hav ing passed the poly graph.  If the sec ond ex am iner
also finds the ap pli cant de cep tive, the ap pli cant will be con sid ered as hav ing failed the ex am i na tion.

(d) An appli cant who has failed both tests may appeal to the civil service commis sion for a third exam i na -
tion, and the deci sion to give the appli cant an oppor tu nity to take a third test resides solely within the
discre tion of the commis sion.  If the appli cant is awarded an oppor tu nity to take a third test and passes, 
then the appli cant will be consid ered as having passed the poly graph test.  If the appli cant is found
decep tive on a third test, the appli cant will be rejected.

Com ment:  (1) A model let ter in form ing an ap pli cant that he passed the poly graph ex am i na tion is at -
tached as Form CS-8 (page 65).  A model let ter in form ing an ap pli cant that he failed the poly graph
ex am i na tion for the first time and the time and place for his au to matic sec ond poly graph ex am i na tion
is at tached as Form CS-9 (page 66).  A model let ter in form ing an ap pli cant that he failed the poly -
graph ex am i na tion for the sec ond time is at tached as Form CS-10 (page 67).  A model let ter in form ing 
an ap pli cant that he passed the sec ond poly graph ex am i na tion is at tached as Form CS-11 (page 68). 
A model let ter in form ing an ap pli cant that his re quest for a third poly graph ex am i na tion has been de -
nied is at tached as Form CS-12 (page 69).  A model let ter in form ing an ap pli cant that his re quest for
a third poly graph ex am i na tion has been granted is at tached as Form CS-13 (page 70).  A model let ter
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in form ing an ap pli cant that he passed the third poly graph ex am i na tion is at tached as Form CS-14
(page 71).  A model let ter in form ing an ap pli cant that he failed the third poly graph ex am i na tion is at -
tached as Form CS-15 (page 72).

(2)  As noted ear lier, poly graph test ing is not stat u to rily re quired and may re sult in a sig nif i cant
amount of lit i ga tion.

(3)  No model “Per sonal Data Ques tion naire” is in cluded since most poly graph ex am in ers pre fer to
use their own forms.  It is im por tant to note that the above Model Rules al low an ap pli cant to be re -
tested a sec ond time and even re quest a third test ing.  Should a mu nic i pal ity de sire to in clude poly -
graph test ing as a com po nent, the per sonal data ques tion naire should be ob tained from an ex am iner
who will per form the ac tual test ing, and the com mis sion should then for mally adopt that ques tion -
naire.

(4)  A model no tice and res o lu tion for the com mis sion's ap point ment of a poly graph ex am iner are at -
tached as Form APPT-3A (page 100) and RES-3 (page 87), re spec tively.

(5)  Since the ADA for bids the col lec tion of med i cal in for ma tion prior to a job of fer, the poly graph ex -
am iner may not ask any ques tions re gard ing the ap pli cant's med i cal his tory or con di tion.  This would
in clude, for ex am ple, prior drug ad dic tion.  An al ter na tive to di rect ques tions of drug use could be:
Have you ever trans ported, pur chased, sold or pos sessed un law ful or con trolled sub stances?

4.8  Physical Agility Testing

An appli cant for the posi tion of police offi cer must meet the follow ing require ments:

(a) Stretcher Carry.  Ap pli cants will be paired off and re quired to carry a stretcher with a sim u lated pa -
tient weigh ing ap prox i mately 200 lbs. over a dis tance of 100 feet.  Those ap pli cants fail ing on the first
at tempt will be al lowed to re take the ex er cise with a per son who has suc cess fully com pleted the ex er -
cise.

(b) Body Drag.  An ap pli cant is re quired to re move a sim u lated mo tor ve hi cle op er a tor weigh ing ap prox i -
mately 200 lbs. from be hind the steer ing wheel of a mo tor ve hi cle and drag the sim u lated op er a tor to a
point 50 feet from the mo tor ve hi cle.

(c) Quar ter Mile Run.  An ap pli cant is re quired to run a dis tance of one-quar ter mile on a premeasured
course in less than 110 sec onds.

(d) Win dow Climb.  An ap pli cant is re quired to climb through a six-foot high level win dow with out as -
sis tance onto a three-foot level plat form on the other side of the win dow, and then to the ground.  Ap -
pli cants must then cir cle around a marker twenty feet be yond the win dow and re turn up the three-foot
high plat form and out the win dow onto the ground be low.

(e) 30-Sec ond Trig ger Pull.  Within a 30-sec ond time limit per hand, an ap pli cant is re quired to re peat -
edly pull fif teen times for each hand the trig ger of a dou ble ac tion non func tional re volver with arms
hor i zon tally ex tended.

Com ment:  (1) A model let ter in form ing ap pli cants that they passed the phys i cal agil ity test is at -
tached as Form CS-16 (page 73) and a model let ter in form ing ap pli cants that they failed the phys i cal
agil ity test is at tached as Form CS-17 (page 74). These phys i cal agil ity test ing stan dards are not re -
quired by law.

(2) The stan dards set forth above are sug ges tions only and each com mis sion should se lect stan dards
which are job re lated and ap pro pri ate for its de part ment.
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4.9  Background Investigation

The commis sion shall request the chief of police or the chief's designee to conduct a back ground inves ti ga tion
on each appli cant.  The back ground inves ti ga tion shall also include inter views with the appli cant's family,
acquain tances, current and former employ ers, current and former neigh bors, refer ences and current and former
teach ers and school offi cials.  At a mini mum, personal inter views shall be conducted with at least three (3)
people that have personal knowl edge of the appli cant but who are not related to the appli cant and with the
appli cant’s employer(s) for the past five (5) years.  The back ground inves ti ga tion shall also include a crim i nal
history check, includ ing the submis sion of finger prints to the Central Repos i tory for the Common wealth of
Penn syl va nia and the Federal Bureau of Inves ti ga tion.  The appli cant's credit history and record of crim i nal
convic tions shall also be inves ti gated, as well as the appli cant’s driv ing record for veri fi ca tion that he
possesses a valid driver’s license.  The appli cant may be inter viewed directly when the infor ma tion collected
during the back ground inves ti ga tion requires clar i fi ca tion or expla na tion.  

If neces sary to complete a thor ough back ground inves ti ga tion on any appli cant, the commis sion may, upon the 
request of the chief of police or his designee, subpoena the person nel records main tained by any other police
depart ment(s) by which the appli cant was previ ously employed.

After the back ground inves ti ga tion is completed, the chief, or designee, shall make a writ ten recom men da tion
to the commis sion on whether the appli cant is appro pri ate for consid er ation for appoint ment as a police offi -
cer.

Appro pri ate ness of the appli cant shall be based on the crite ria set forth in Section 3.5 of these Rules. This
recom men da tion shall be in writ ing and, if the recom men da tion is to disqual ify, then a writ ten expla na tion of
the reasons for disqual i fi ca tion must be included.  The commis sion shall make the final deter mi na tion on
whether the infor ma tion collected during the back ground inves ti ga tion warrants rejec tion  of the candi date. 
Within thirty (30) days after the commis sion consid ers the recom men da tion of the chief of police or designee,
each appli cant will be informed of whether they have passed the back ground inves ti ga tion. 

Com ment:  (1) The el e ments of the back ground in ves ti ga tion de scribed in this sec tion are based upon
the stan dards pre scribed by the Mu nic i pal Po lice Of fi cers’ Ed u ca tion and Training Com mis sion at 37
Pa. Code § 203.11(8).  

(2)  It would be im prac ti cal to con duct a thor ough back ground in ves ti ga tion on ev ery ap pli cant where
nu mer ous ap pli cants are in volved.  Con se quently, it is com mon (and rea son able) for mu nic i pal i ties
not to con duct back ground in ves ti ga tions un til af ter the writ ten and oral ex am i na tions have been ad -
min is tered and graded, and vet er ans’ pref er ence points have been al lo cated.  There af ter, back ground
in ves ti ga tions are con ducted only for a lim ited num ber of the high est-ranked ap pli cants, de pend ing
upon the num ber of va can cies to be filled.  A con ser va tive ap proach in ad dress ing this po ten tial ad -
min is tra tive prob lem is to per form back ground in ves ti ga tions for five ap pli cants more than the num ber 
of open ings to be filled.

(3)  The back ground in ves ti ga tion is quite pos si bly the most im por tant com po nent in the hir ing pro -
cess.  We would rec om mend that the chief, per son ally, or one or two se lected of fi cers per form the
back ground in ves ti ga tions, in or der to en sure that they are done uni formly for all ap pli cants. Cau tion
should be ex er cised in con duct ing the back ground in ves ti ga tion so as not to pur sue or con sider any in -
ad ver tently ob tained in for ma tion that re lates to pre ex ist ing med i cal con di tions.  Con sid er ation of such 
in for ma tion would likely be in vi o la tion of the Amer i cans with Dis abil ities Act.  Fur ther more, the ex -
tent to which an em ployer may base its hir ing de ci sions on an ap pli cant’s crim i nal re cord is lim ited
un der Penn syl va nia law — spe cif i cally, Sec tion 9125 of the Crim i nal His tory Re cord In for ma tion Act
(“CHRIA”), 18 Pa. C.S.A. § 9125.  For in stance, em ploy ers may not con sider mere ar rests and may
only con sider fel ony and mis de meanor con vic tions for crimes rel e vant to the du ties of the job at is sue.  
For po lice of fi cers, this could in clude al most any fel ony or mis de meanor con vic tion.
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(4)  A model let ter in form ing an ap pli cant that a back ground in ves ti ga tion has been suc cess fully com -
pleted is at tached as Form CS-20 (page 77) and a model let ter in form ing an ap pli cant that he has
failed the back ground in ves ti ga tion is at tached as Form CS-21 (page 78).

(5)  Be cause the com mis sion pos sesses sub poena power for in ves ti ga tions un der Sec tion 2.11, it would 
be ap pro pri ate for the com mis sion to ex er cise their power in that re gard to ob tain em ploy ment re -
cords of an ap pli cant when a for mer or cur rent em ployee is un re spon sive to the signed re lease.

(6)  NOTE:  Please re fer to the dis cus sion con tained in the In tro duc tion re gard ing Back ground
Checks for im por tant dis clo sure and con sent re quire ments that ap ply to cer tain types of back ground
in ves ti ga tions un der the Fair Credit Re porting Act.

Section 5.  Certification of the List of Eligibles and Appointment

5.1  Creation of Eligibility List

At the comple tion of the exam i na tion require ments set forth in Section 4, writ ten exam i na tion, oral exam i na -
tion, back ground inves ti ga tion, phys i cal agil ity test and poly graph exam i na tion, the commis sion shall rank all
pass ing appli cants on a list with the appli cant receiv ing the high est score at the top of the list and the appli cant 
receiv ing the lowest pass ing score at the bottom of the list.  Appli cants for patrol offi cer who qual ify for veter -
ans' pref er ence points shall have those points added to their pass ing score prior to being ranked on the eligi bil -
ity list.  

For promo tional posi tions, fulfill ing the perfor mance require ment set forth in Section 3.6 is also required.  In
the case of tied scores, the tie will be broken by giving pref er ence to the appli cant who submit ted a final
completed appli ca tion first. If both tied appli cants submit ted their complete appli ca tions on the same day, then
the appli cants shall be ranked in alpha bet i cal order by surname.

The eligi bil ity list will be valid for one year from the date the commis sion ranks all pass ing appli cants, assigns 
veter ans’ pref er ence points and formally adopts the eligi bil ity list. The commis sion may, at its sole discre tion,
before the orig i nal expi ra tion date, by a vote of the major ity of the commis sion at a duly autho rized commis -
sion meet ing, extend the list for up to an addi tional twelve (12) months. The commis sion may, at its sole
discre tion, void an eligi bil ity list at any time for any reason.

5.2  Appointment

(a) The ap point ing au thor ity of the [BOR OUGH/TOWN SHIP] may fill any va cancy in an ex ist ing po si -
tion in the po lice de part ment that oc curs as a re sult of ex pan sion of the po lice force, re tire ment, res ig -
na tion, dis abil ity or death by the re ap point ment or re in state ment of a for mer em ployee of the po lice
de part ment who had been fur loughed and pre vi ously com plied with the pro vi sions of the civil ser vice
requirements.  Ex cept for med i cal and psy cho log i cal ex am i na tions, no other test ing shall be re quired
for a fur loughed em ployee or a re hired or re ap pointed em ployee, sub ject to any recertification re quire -
ments pre scribed by the Mu nic i pal Po lice Of fi cers’ Ed u ca tion and Training Com mis sion.

(b) If no furlough list exists or if posi tions remain to be filled after all of the offi cers on the furlough list
were offered reemployment, every posi tion, except that of chief of police, shall be filled only in the
follow ing manner:

(1) The ap point ing au thor ity of the [BOR OUGH/TOWN SHIP] shall no tify the com mis sion of any va -
cancy which is to be filled and shall re quest the cer tif i ca tion of three (3) names from the list of
eligibles;
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(2) If three (3) names are not avail able, then the commis sion shall certify the name(s) remain ing on
the list;

(3) The [BOROUGH COUN CIL/BOARD OF COMMIS SIONERS] may make an appoint ment only
from one of the three names certi fied with refer ence to the merits and fitness of the candi dates. 
However, for initial appoint ment to patrol offi cer, when one of the three appli cants on the certi fied 
list is a veteran, that appli cant shall be selected.

(c) The [BOR OUGH COUN CIL/BOARD OF COM MIS SIONERS] may ob ject to one or more of the per -
sons cer ti fied for the rea sons set forth in Sec tion 3.7 of these Rules.  If the can di date to whom the
[BOR OUGH COUN CIL/BOARD OF COM MIS SIONERS] ob jects fails to timely ex er cise the rights
of ap peal un der Sec tion 3.9, or if the com mis sion de clines to up hold the ap peal, the com mis sion shall
strike the name of that can di date from the el i gi bil ity list and cer tify the next high est name for in clu sion 
on the list of three can di dates for each name stricken off.

Com ment:  (1) In the case of more than one va cancy to be filled, the com mis sion shall cer tify from the
el i gi ble list a num ber of the high est-ranked can di dates equal to the num ber of va can cies to be filled,
plus the next two.  If a can di date qual i fies for vet er ans' pref er ence points and ap pears in the top three
cer ti fied names, that can di date must be given first con sid er ation for ap point ment, re gard less of rank -
ing among the three.

(2)  Al though there is no case law on this point, the stat u tory lan guage of civil ser vice sec tions in both
the Bor ough Code and First Class Town ship Code states that the mu nic i pal ity's right to re ap point for -
mer of fi cers is not lim ited to a fur lough list but might also in clude cur rent re tir ees or a for merly em -
ployed of fi cer who left prior to re tire ment and pre vi ously com plied with the pro vi sions of the civil
ser vice requirements.  We rec om mend that the right to re ap point be lim ited to of fi cers on a fur lough
list be cause hir ing a for merly re tired po lice of fi cer could cre ate sig nif i cant prob lems with re spect to
pen sion cal cu la tion, sal ary and se nior ity un der a col lec tive bar gain ing agree ment.

(3)  Since Sec tion 5.1 em pow ers the com mis sion to void a list at any time, for any rea son, we have pro -
vided above that the list con tinue to be valid even with fewer than three names re main ing be cause the
com mis sion may ex er cise its dis cre tion by cer ti fy ing an el i gi bil ity list with only two names re main ing
or void ing the list if the re main ing can di dates are not wor thy of ap point ment.

(4)  The Vet erans’ Pref er ence Act also con tains a pro vi sion by which an ap point ing au thor ity may dis -
re gard the cer ti fied list of three and se lect a vet eran ap pear ing fur ther down on the el i gi bil ity list.  If
your mu nic i pal ity de sires to adopt this op tional pro vi sion, we would sug gest the fol low ing be added to 
this sec tion as sub para graph (4): 

The [BOR OUGH COUN CIL/BOARD OF COM MIS SIONERS] may, at its sole
dis cre tion, ap point any ap pli cant who has passed the re quired ex am i na tions for
ap point ment or pro mo tion al though the ap pli cant's name does not ap pear on the
cer ti fied list of three when the ap pli cant qual i fies for vet er ans’ pref er ence.

We would cau tion, how ever, that sev eral pro vi sions of the Vet erans’ Pref er ence Act have been de -
clared un con sti tu tional on the ba sis that they over value mil i tary ser vice, and no ap pel late court has
an a lyzed whether a pro vi sion to this ef fect would be un con sti tu tional for that same rea son.

5.3 Appointment of Chief of Police

In the case of a vacancy in the office of chief of police, the appoint ing author ity has full discre tion in select ing
the indi vid ual to fill the posi tion of chief of police.  If the appoint ing author ity requests the commis sion to
subject that person to a noncom pet i tive exam i na tion, and if that person success fully passes the noncom pet i tive 
exam i na tion, then the commis sion shall notify the appoint ing author ity of the results of the exam i na tion.  If,
after receiv ing notice from the commis sion that the candi date for chief is qual i fied, the appoint ing author ity
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votes to bestow civil service status on that person, he may only be removed from the posi tion of chief of police 
for the reasons set forth in Section 6.1.

Com ment:  A po lice chief may be ap pointed with out civil ser vice sta tus.  If this is done, that in di vid ual 
may be re turned to a prior rank if pro moted from within or dis missed if an out side ap point ment, with -
out im pli cat ing civil ser vice hear ing rights.  The Au thors of this Man ual rec om mend re view ing the dis -
cus sion re gard ing chiefs of po lice con tained in the In tro duc tion be fore com menc ing the hir ing pro cess 
for chief.

5.4  Medical and Psychological Examinations

After the appoint ing author ity selects a candi date from the certi fied list of three for appoint ment to the vacant
posi tion, that candi date shall submit to a medi cal exam i na tion and a psycho log i cal exam i na tion by the appro -
pri ate medi cal experts.  If the candi date success fully passes the medi cal and psycho log i cal exam i na tions, then
that indi vid ual shall be appointed  to the vacant posi tion in the police depart ment for which the appli ca tion was 
submit ted.  The appoint ment shall be contin gent upon success fully pass ing both the medi cal and psycho log i cal 
exam i na tions.  The fail ure to pass either exam i na tion shall result in the candi date being rejected from consid er -
ation. The rejected candi date may appeal this deci sion under Section 3.9.  The commis sion shall then certify
another name to be included with the two previ ously certi fied names for consid er ation by the appoint ing
author ity pursu ant to Section 5.2.

Com ment:  (1) Model let ters in form ing a can di date that he has passed the med i cal ex am i na tion, failed 
the med i cal ex am i na tion, passed the psy cho log i cal exam and failed the psy cho log i cal exam are at -
tached as Forms CS-21 to CS-24 (pages 78-81).

(2) The Amer i cans with Dis abil ities Act re stricts em ploy ers, in clud ing pub lic em ploy ers, from hav ing
job ap pli cants sub mit to med i cal or psy cho log i cal ex am i na tions be fore an ap pli cant has re ceived an
of fer of em ploy ment. Vi o la tion of the ADA can re sult in fines, as well as in junc tive re lief in the na ture
of an ap point ment to the po lice force for the suc cess ful ap pli cant.  Re cent amend ments to the fed eral
reg u la tions would per mit the ad min is tra tion of stan dard ized psy cho log i cal tests for civil ser vice ap pli -
cants.  How ever, be cause of the im por tance of proper screen ing, all ap pli cants un der con sid er ation
for hir ing as a po lice of fi cer should also par tic i pate in a face to face eval u a tion ses sion with the mu -
nic i pal ity's psy chol o gist or psy chi a trist.  The cost of the test ing and in cor po ra tion of an eval u a tion
ses sion war rant de fer ring the psy cho log i cal exam un til af ter a con di tional of fer of em ploy ment is ex -
tended.

(3)  Model res o lu tions for the ap point ment of med i cal and psy cho log i cal ex am in ers are in cluded as
Forms RES-5 and RES-6 (pages 89-90), re spec tively.  Draft no tices of ap point ment for a med i cal and
psy cho log i cal ex am iner are in cluded in Forms APPT-5A and APPT-6A, (pages 104-106) re spec tively.

5.5  Probationary Period

Every success ful appli cant to the posi tion of patrol offi cer or to a promo tional posi tion with the police depart -
ment shall serve a twelve (12) month proba tion ary period.  For newly hired patrol offi cers, the one (1) year
proba tion ary period shall not commence until after the offi cer has completed train ing under Act 120 and
receives a certif i ca tion number.  During the proba tion ary period, a newly hired offi cer may only be dismissed
for the reasons set forth in Section 3.7.  A promoted offi cer, during proba tion, may be returned to a prior rank
only for the reasons set forth in Section 3.7.  However, at the end of the twelve (12) month proba tion ary
period, if the conduct of the proba tioner has not been satis fac tory to the [BOROUGH COUN CIL/BOARD OF
COMMIS SIONERS], the proba tioner shall be noti fied in writ ing that the appoint ment will not be perma nent. 
At that time, a newly hired offi cer's employ ment shall end, and a promoted offi cer shall return to a previ ous
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rank.  Any offi cer who is not informed in writ ing that his perfor mance has been unsat is fac tory shall receive a
perma nent appoint ment to the new posi tion.  Any proba tioner who is noti fied in writ ing that his appoint ment
will not be made perma nent has no right of appeal under these Rules.

Com ment:  (1) We have rec om mended that the pro ba tion ary pe riod be one year in or der to al low for
the lon gest time pos si ble to eval u ate the new em ployee.  In ad di tion, the pro ba tion ary pe riod has been
ap plied to pro mo tional po si tions.  For both new hires and pro mo tions, any change in the sta tus quo
may trig ger col lec tive bar gain ing ob li ga tions.

(2) The rel e vant civil ser vice sec tions of the mu nic i pal codes do not ex pressly pro vide hear ing rights
to pro ba tion ary po lice of fi cers who are dis missed at the end of their pro ba tion ary pe riod.  Un til re -
cently, ex ist ing case law sug gested that pro ba tion ary em ploy ees would, at a min i mum, have a right to
a post-ter mi na tion hear ing un der the Lo cal Agency Law, 2 Pa. C.S.  §§ 551-555, 751-754.  See Roth v. 
Bor ough of Ve ro na, 460 A.2d 379, 383 (Pa.  Cmwlth.  1983);  Elmer v. Board of Com mis sioners of
Wilkins Town ship, 552 A.2d 745, 746 (Pa. Cmwlth. 1989).  How ever, on No vem ber 13, 2002, the Com -
mon wealth Court is sued its de ci sion in Olson v. Bor ough of Avalon,  811 A.2d 66 (Pa. Cmwlth. 2002).  
In Olson, the Court held that pro ba tion ary po lice of fi cers are not  en ti tled to a pre- or post-ter mi na -
tion hear ing of any kind, over rul ing both Roth and Elmer.  The Court rea soned that Sec tion 1186 of
the Bor ough Code, 53 P.S.  § 46186, which states that bor ough coun cil may deny a per ma nent po si -
tion to a pro ba tion ary po lice of fi cer “if at the close of the pro ba tion ary pe riod the con duct of fit ness
of the pro ba tioner has not been sat is fac tory to coun cil,” was in suf fi cient to cre ate a le gally rec og niz -
able prop erty in ter est in con tin ued em ploy ment.  Be cause the lan guage un der Sec tion 640 of the First
Class Town ship Code,  43 P.S. § 55640, is vir tu ally iden ti cal to the lan guage of Sec tion 1186 of the
Bor ough Code, it may be cred i bly ar gued that the Olson  de ci sion would ap ply with equal force to first 
class town ships.  When ter mi nat ing a pro ba tion ary of fi cer, you should nev er the less con sult your so lic -
i tor or la bor coun sel to de ter mine whether that de ci sion im pli cates your po lice con tract.

(3) Finally, it is im por tant to note that fail ure of the ap point ing au thor ity to ter mi nate a pro ba tion ary
em ployee for un sat is fac tory per for mance prior to the ex pi ra tion of the pro ba tion ary pe riod re sults in
that em ployee re ceiv ing a per ma nent ap point ment to the po lice force.  Con se quently, it is im per a tive
that the civil ser vice com mis sion, as well as the bor ough coun cil or board of com mis sion ers, en sure
that some one does not re ceive a per ma nent ap point ment with out care ful con sid er ation.

5.6  Provisional Appointments

When ever there are urgent reasons for the fill ing of a vacancy in any posi tion in the police depart ment and
there are no names on the eligi bil ity list for such appoint ment, the [BOROUGH COUN CIL/BOARD OF
COMMIS SIONERS] may nomi nate a person to the commis sion for noncom pet i tive exam i na tion.  Such nomi -
nee may be certi fied by the commis sion as qual i fied after such noncom pet i tive exam i na tion and may be
appointed provi sion ally to fill such vacancy.  It shall there upon become the duty of the commis sion within
three weeks to hold a compet i tive exam i na tion and certify a list of eligibles and a regu lar appoint ment shall
then be made from the name or names submit ted by the commis sion — provided, however, that noth ing within 
this section shall prevent the appoint ment, with out exam i na tion, of persons tempo rarily as police offi cers in
cases of riot or other emer gency. 

Section 6.  Suspensions, Removals and Reductions in Rank

6.1  Grounds for Disciplinary Action

(a) No per son ap pointed to a po si tion in the po lice de part ment pur su ant to these Rules may be sus pended
with out pay or re moved and no per son pro moted in rank pur su ant to these Rules may be re duced in
rank ex cept for the fol low ing rea sons:
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(1) phys i cal or men tal dis abil ity af fect ing the of fi cer's abil ity to con tinue in ser vice, in which case the
of fi cer shall re ceive an hon or able dis charge from ser vice;

(2) neglect or viola tion of any offi cial duty;

(3) viola tion of any law of this Common wealth which provides that such viola tion consti tutes a misde -
meanor or felony;

(4) inef fi ciency, neglect, intem per ance, disobe di ence of orders or conduct unbe com ing an offi cer;

(5) intox i ca tion while on duty; or

(6) engag ing or partic i pat ing in or conduct ing of any polit i cal or elec tion campaign other than the offi -
cer's exer cise of the right of suffrage.

(b) No of fi cer shall be re moved for re li gious, ra cial or po lit i cal rea sons.  A state ment of any charges made
against any of fi cer so em ployed shall be fur nished to the of fi cer within five (5) days af ter those
charges have been adopted by the [BOR OUGH COUN CIL/BOARD OF COM MIS SIONERS].

Com ment:  (1) A re duc tion in rank under these Rules ap plies only to sit u a tions where an of fi cer is de -
moted from a pro mo tional po si tion ob tained pur su ant to the re quire ments of these Rules.  If the po si -
tion of de tec tive within your de part ment is sim ply a des ig na tion of du ties and not a for mal po si tion
un der civil ser vice, then trans fer (not pro mo tion) of a pa trol of fi cer to de tec tive and back to pa trol of -
fi cer would not trig ger the hear ing re quire ments of these Rules.  How ever, that of fi cer may have rights 
un der a col lec tive bar gain ing agree ment.

(2) The United States Su preme Court has held that any em ployee with a prop erty right in their em ploy -
ment must re ceive a "Loudermill hear ing" be fore re ceiv ing any dis ci pline which would af fect his in -
come sta tus by de mo tion, a sus pen sion with out pay or re moval.  The ra tio nale is to al low the em ployee 
an op por tu nity to be heard.  The "hear ing" can be done ver bally dur ing a face-to-face meet ing or in
writ ing, and the em ployer must pro vide: (a) no tice that dis ci pline may oc cur; (b) an ex pla na tion of the 
ev i dence against the of fi cer; and (c) an op por tu nity for the of fi cer to re spond to the charges.  Fail ure
of a pub lic em ployer to pro vide this pretermination or predeprivation hear ing could re sult in a suc -
cess ful suit by the of fi cer for vi o la tion of con sti tu tional due pro cess rights.  An of fi cer's prop erty rights 
are im pli cated only when you make a de ci sion that af fects wages, for ex am ple, de mo tion to a lower
pay ing job or re moval which stops pay com pletely. Prior to tak ing dis ci plin ary ac tion, you should con -
sult your so lic i tor or la bor coun sel.

(3)  When ever pro vid ing writ ten no tice of a dis ci plin ary ac tion, re gard less of how de tailed the po lice
de part ment's dis ci plin ary code or de part men tal work rules are, make sure that one of the above stated
stat u tory rea sons is cited.  In ad di tion, if the de part ment or the mu nic i pal ity has its own chart for as -
sign ing pro gres sive dis ci pline, that chart must be fol lowed, or the of fi cer may suc cess fully chal lenge
the im po si tion of more se ri ous dis ci pline. Fur ther more, ev ery set of work rules or dis ci plin ary code
should con tain lan guage which en ables the chief of po lice or ap point ing au thor ity to im pose more sig -
nif i cant dis ci pline be cause of par tic u lar ex ten u at ing cir cum stances sur round ing an in ci dent of mis con -
duct.

(4) For sec ond class town ships as well as bor oughs and first class town ships who are cov ered by the
Po lice Ten ure Act, the grounds for dis ci pline are iden ti cal to those above, ex cept that the Po lice Ten -
ure Act omits Sec tion 6.1(a)(6) (re gard ing po lit i cal ac tiv ity).

6.2  Furloughs

(a) If for rea sons of econ omy or other rea sons, it shall be deemed nec es sary by the [BOR OUGH/TOWN -
SHIP] to re duce the num ber of full-time po lice of fi cers in the de part ment, then the [BOR -
OUGH/TOWN SHIP] shall ap ply the fol low ing pro ce dure: (1) if there are any em ploy ees el i gi ble for
re tire ment un der the terms of any re tire ment or pen sion law, then such re duc tions in num bers shall be
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made by re tire ment of such em ploy ees start ing with the old est em ployee and fol low ing in or der of age
re spec tively; (2) if the num ber of full-time po lice of fi cers el i gi ble for re tire ment is in suf fi cient to ef -
fect the nec es sary re duc tions in num bers, or if there are no per sons el i gi ble for re tire ment, or if no re -
tire ment or pen sion fund ex ists, then the re duc tions shall be ef fected by fur lough ing the per son or
per sons in clud ing pro ba tion ers, last ap pointed to the force.

(b) Such removal shall be accom plished by furlough ing in numer i cal order commenc ing with the person
last appointed until such reduc tion has been accom plished.  In the event that the appoint ing author ity
decides to increase the size of the police depart ment, the furloughed offi cers shall be rein stated in
order of their senior ity in the depart ment if the furloughed offi cer accepts rein state ment in writ ing
within thirty (30) days of receiv ing notice of the open ing.  These reduc tion in force provi sions are not
appli ca ble to the chief of police.

Com ment:  (1) The stat u tory lan guage for bor oughs and first class town ships limit fur loughs of re tire -
ment el i gi ble of fi cers to those of fi cers who reached the max i mum age for age dis crim i na tion un der the
Penn syl va nia Hu man Re la tions Act.  How ever, be cause of sub se quent amend ments to the Age Dis crim -
i na tion in Em ploy ment Act, the forced re tire ment of re tire ment el i gi ble of fi cers could be il le gal at
pres ent.  Con sult your so lic i tor or la bor coun sel prior to any fur loughs.

(2) Since the mu nic i pal codes do not limit the life of the fur lough list, of fi cers who were fur loughed
must be re hired when ever a new open ing oc curs.  Ob vi ously, the bor ough or town ship may set a rea -
son able pe riod of time, for ex am ple thirty (30) days, for the fur loughed em ployee to re turn to work or
else face elim i na tion from the list.

6.3  Notice of Suspensions, Removals or Reductions in Rank

When ever a police offi cer is suspended with out pay, removed or reduced in rank, the specific charges warrant -
ing such actions shall be stated in writ ing by the [BOROUGH COUN CIL/BOARD OF COMMIS SIONERS]. 
The charges shall be stated clearly and in suffi cient detail to enable the offi cer to under stand the charges and to 
allow the offi cer an oppor tu nity to respond to those charges.  The charges shall spec ify the subsec tion of
Section 6.1 which provides the basis for the disci plin ary action as well as an expla na tion of the factual circum -
stances upon which the appoint ing author ity relied in find ing a viola tion of Section 6.1.

Within five days after the [BOROUGH COUN CIL/BOARD OF COMMIS SIONERS] has voted to impose the
disci plin ary action, a writ ten state ment of the charges shall be deliv ered to the offi cer either by personal
service or by certi fied and regis tered mail.  In addi tion, the charges shall notify the offi cer of the right to
appeal under Section 6.4 of these Rules. A copy of the state ment of charges shall also be served upon the
members of the Civil Service Commis sion.

6.4  Hearings on Suspensions, Removals and Reductions in Rank

(a) The of fi cer who has been sus pended, re moved or re duced in rank may ap peal the de ci sion of the ap -
point ing au thor ity by writ ten no tice to the sec re tary of the com mis sion at [AD DRESS] [CITY], Penn -
syl va nia [ZIP CODE] re quest ing a hear ing.  This re quest shall be re ceived by the com mis sion within
ten days af ter the of fi cer re ceived no tice of the dis ci pline.  The of fi cer may make writ ten an swers to
any charges filed not later than the date fixed for the hear ing.  Fail ure of the of fi cer to pro vide writ ten
an swers to any of the charges shall not be deemed an ad mis sion by the of fi cer.

(b) The commis sion shall sched ule a hear ing within ten days from the offi cer's writ ten request for a hear -
ing, unless contin ued by the commis sion for cause at the request of the commis sion, the [BOROUGH
COUN CIL/BOARD OF COMMIS SIONERS] or the offi cer.  At any such hear ing, the offi cer against
whom the charges have been made may be pres ent and repre sented by coun sel, may call witnesses and
pres ent testi mony and docu men ta tion in his defense. The [BOROUGH/TOWN SHIP] may also be
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repre sented by coun sel, call witnesses and pres ent evidence as is neces sary to support the charges.  A
steno graphic record of all testi mony shall be taken at every hear ing and preserved by the commis sion. 
In the event the charges are dismissed, the record shall be sealed and not be avail able for public
inspec tion.

(c) In conduct ing the hear ing, the commis sion's stan dard of review shall be to deter mine whether suffi -
cient evidence has been presented to support the stat u tory reason for the disci plin ary action.  If the
commis sion finds that suffi cient evidence has been intro duced to support the charge, the commis sion
shall not modify the penalty imposed by the [BOROUGH COUN CIL/BOARD OF COMMIS -
SIONERS] unless it finds that the penalty imposed was arbi trary, discrim i na tory or an abuse of the
[COUN CIL'S/BOARD'S] discre tion.  In consid er ing the appro pri ate ness of the disci pline, the commis -
sion shall not substi tute its judg ment for that of the [BOROUGH COUN CIL/BOARD OF COMMIS -
SIONERS].  The commis sion may request post-hear ing briefs, and shall issue a writ ten deci sion
contain ing specific find ings of fact and conclu sions of law within sixty (60) days of receipt of the
hear ing tran script.

Com ment:  (1) The standard of re view which has been in cor po rated into these Rules is based on Com -
mon wealth Court de ci sions.  See Jenkintown v. Civil Ser vice Com mis sion of Jenkintown, 478 A.2d 941 
(Pa. Cmwlth. 1984); Herrman v. Civil Ser vice Com mis sion of Jenkintown, 478 A.2d 961 (Pa. Cmwlth.
1984); ); York Town ship Board of Com mis sioners v. Batty, 694 A.2d 395 (Pa. Cmwlth.), pe ti tion for
al low ance of ap peal de nied, 550 Pa. 695, 704 A.2d 1384 (1997).  We rec om mend in clud ing the stan -
dard of re view within the Rules in or der to avoid in cor rect de ci sions and waste ful ap peals.

6.5  Hearing Procedure

(a) All tes ti mony shall be given un der oath ad min is tered by the chair per son, or in ab sence of the chair, the 
vice-chair per son.  The com mis sion shall have the power to is sue sub poe nas as set forth in Sec tion
2.11.  The hear ing shall be open to the pub lic un less, prior to the com mence ment of the hear ing, a
writ ten or oral re quest to close the hear ing is made by ei ther the charged of fi cer or the [BOR -
OUGH/TOWN SHIP] and the com mis sion de cides to honor that re quest.

(b) If the commis sion sustains the charges, the offi cer who was suspended, removed or reduced in rank
may file an appeal with the Court of Common Pleas within thirty (30) days from the date of entry by
the commis sion of its final order.  No order of suspen sion with out pay shall be made by the commis -
sion for a period longer than one year.  In the event that the commis sion fails to uphold the charges,
then the person sought to be suspended, removed or demoted shall be rein stated with full pay for the
period of the suspen sion with out pay, removal or demo tion, and no charges related to the suspen sion,
removal or reduc tion in rank shall be offi cially recorded in the offi cer's record.

Com ment:  (1) Al though the Bor ough and First Class Town ship Codes pro vide for 60 days to ap peal,
the Com mon wealth Court has ruled that the 30 day ap peal pe riod un der the Lo cal Agency Law has su -
per seded and re placed the 60 day pe riod.
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Section 7.  Resolution for Adoption of Rules

The fore go ing Civil Service Rules, which are in accor dance with powers granted by the civil service provi -
sions of the [FIRST CLASS TOWN SHIP CODE/BOROUGH CODE], enacted by the General Assem bly of
the Common wealth of Penn syl va nia and in accor dance with the author ity granted by the munic i pal govern ing
body of [BOROUGH/TOWN SHIP], Penn syl va nia, are hereby adopted by the Civil Service Commis sion of
[BOROUGH/TOWN SHIP], Penn syl va nia on [INSERT DATE].

______________________________
Chair per son

______________________________
Vice-Chair per son

______________________________
Secre tary

Approved by the [BOROUGH COUN CIL / BOARD OF COMMIS SIONERS] of [NAME OF MUNIC I PAL -
ITY], [NAME OF COUNTY], Penn syl va nia on [INSERT DATE].

ATTEST: SIGNED:

______________________________ ______________________________
Munic i pal Secre tary [PRESIDENT / CHAIR MAN],

[BOROUGH COUN CIL / BOARD
OF COMMIS SIONERS]
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Chapter III.  Model Police Hiring Policy 
for Non-Civil Service Munic i pal ities*

[Borough/Township] Police Department Hiring Policy
Section 1.  Applications and Qualifications

1.1 Eligibility for Examination

In order to be eligi ble for partic i pa tion in any exam i na tion for any posi tion with the police depart ment, every
appli cant must submit a completed appli ca tion form before the dead line stated for that specific exam i na tion. 
The appli cant must make an oath or affir ma tion that the appli ca tion is completed truth fully, and the appli cant
is subject to the penal ties of 18 Pa. C.S.A. § 4904, relat ing to unsworn falsi fi ca tion to author i ties.

Note:  See Com ment un der Chap ter II, Sec tion 3.1

1.2  Discrimination

The [BOROUGH/TOWN SHIP] is an equal oppor tu nity employer.  It is the [BOROUGH/TOWN SHIP]’s
policy to grant equal employ ment oppor tu ni ties to qual i fied persons with out regard to race, reli gion, color,
national origin, gender, age, veteran status, mari tal status or non-job-related phys i cal or mental hand i cap or
disabil ity.  The [BOROUGH/TOWN SHIP] will provide equal oppor tu ni ties in employ ment and promo tion.

1.3  Availability of Application

Appli ca tion forms shall be avail able to all inter ested persons in the office of the [DESIG NATE
BOROUGH/TOWN SHIP OFFI CIAL], and from such other offices and offi cers that the [BOROUGH COUN -
CIL/BOARD OF COMMIS SIONERS OR SUPER VI SORS] may, from time to time, choose to desig nate. 
Appli ca tion forms may be mailed upon writ ten or verbal request.  However, the [BOROUGH/TOWN SHIP]
assumes no respon si bil ity for missed filing dead lines due to a delay in the mail.

1.4  Age Requirements

All appli cants must have reached their [EIGH TEENTH (18th)] birth day before the dead line for submit ting
completed appli ca tions.  

Note:  See Com ment un der Chap ter II, Sec tion 3.4.

1.5  General Qualifications - All Applicants

Every appli cant for any posi tion in the police depart ment shall possess a diploma from an accred ited high
school or a grad u ate equiv a lency diploma.  In addi tion, every appli cant must {OPTIONAL: have success fully
completed Act 120 Training,} be a United States citi zen, be phys i cally and mentally fit to perform the full
duties of a police offi cer, and, prior to appoint ment, possess a valid motor vehi cle oper a tor’s license issued by
the Common wealth of Penn syl va nia.

Note:  See Com ment un der Chap ter II, Sec tion 3.5.

* The term “non-civil ser vice mu nic i pal i ties” in cludes not only sec ond class town ships, but also bor oughs and first class town ships with
fewer than three po lice of fi cers.
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1.6  Rejection of Applicant

The [BOROUGH/TOWN SHIP] may refuse to exam ine, or, if exam ined, may refuse to consider after exam i na -
tion, any appli cant who is found to lack any of the mini mum qual i fi ca tions for exam i na tion prescribed in these 
Rules for the partic u lar posi tion for which the appli cant has applied.  In addi tion, the [BOROUGH/TOWN -
SHIP] may refuse to exam ine, or if exam ined, may refuse to hire, any appli cant who is phys i cally or mentally
unfit to perform the full duties of a police offi cer.  Rejected appli cants may request recon sid er a tion of the deci -
sion by writ ing to [DESIG NATE BOROUGH/TOWN SHIP OFFI CIAL] within ten (10) days of the notice of
rejec tion.

Com ment:  De pending on the ba sis for re jec tion, cer tain ap pli cants, such as vet er ans, may have hear -
ing rights.  Please ver ify all de ci sions to re ject an ap pli cant with your so lic i tor or la bor coun sel.

1.7  Recording and Filing Applications

Appli ca tions for posi tions in the police depart ment shall be received at the [BOROUGH/TOWN SHIP] build -
ing only after a hiring announce ment has been adver tised and before the dead line for receiv ing appli ca tions,
which will be set forth in the public adver tise ment.  Appli ca tions will be received by the munic i pal offi cer
desig nated in the public adver tise ment or that offi cer's designee.  That person shall record the receipt of all
appli ca tions and provide each appli cant with notice of the time and place for the first portion of the test ing
proce dure, the writ ten exam i na tion.  Any appli ca tion contain ing mate rial errors or omis sions may, at the
discre tion of the [BOROUGH/TOWN SHIP], be returned to the appli cant for correc tion prior to the dead line
for filing  appli ca tions after which no new appli ca tions or amended appli ca tions will be accepted.

Note:  See Com ment un der Chap ter II, Sec tion 3.8.

1.8  Public Notice

The [BOROUGH/TOWN SHIP] shall conspic u ously post in the [BOROUGH/TOWN SHIP] Build ing an
announce ment of the hiring test and notice of the time and place of every exam i na tion, together with the infor -
ma tion as to the type of posi tion to be filled, the require ments for that posi tion, where appli ca tions may be
obtained for the exam i na tion, and the dead line for filing those appli ca tions.  In addi tion, at least two (2) weeks 
prior to the close of the appli ca tion period, publi ca tion of the notice will occur in at least one news pa per of
general circu la tion or a news pa per circu lat ing gener ally in the [BOROUGH/TOWN SHIP].  

Com ment:  A model pub lic no tice is at tached as Form CS-3 (page 60). 

Section 2.  Examination and Grading Procedure

2.1  General Examination Requirements for the Position of Police Officer

The exam i na tion for police offi cer will consist of a writ ten and an oral exam i na tion, which will be graded on a
one hundred (100) point scale with the writ ten exam i na tion repre sent ing seventy percent (70%) of the final
score and the oral exam i na tion repre sent ing thirty percent (30%) of the final score.  In addi tion, each appli cant
will undergo a phys i cal agil ity test, {OPTIONAL:  a poly graph test} and a back ground inves ti ga tion. These
tests and inves ti ga tion will be graded on a pass/fail basis for every appli cant.  After an appli cant has been
extended an offer of employ ment, final appoint ment shall be contin gent upon the appli cant pass ing a medi cal
and psycho log i cal exam i na tion.

Com ment:  The break down of sev enty per cent (70%) for writ ten and thirty per cent (30%) for oral is a
sug ges tion only.  The [BOR OUGH/TOWN SHIP] may set any ra tio it pre fers.

Note:  See Com ment un der Chap ter II, Sec tion 4.1.
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2.2  Written Examinations

The writ ten exam i na tion shall be graded on a 100 point scale, and an appli cant must score seventy percent
(70%) or higher and receive one of the top [INSERT NUMBER] high est scores, includ ing ties, in order to
continue in the appli ca tion process.  Appli cants not receiv ing one of the [INSERT NUMBER] high est scores
or less than seventy percent (70%) shall be rejected.  Within thirty (30) days after the admin is tra tion of the
writ ten exam i na tion, all appli cants shall be given writ ten notice of their test results, and each pass ing appli cant 
shall be informed of the next step in the exam i na tion process.

Note:  See Com ment un der Chap ter II, Sec tion 4.4.

2.3  Oral Examination

Every appli cant who received one of the top [INSERT NUMBER USED ABOVE UNDER SECTION 2.2]
scores includ ing ties and scored seventy percent (70%) or higher in the writ ten exam i na tion shall be given an
oral exam i na tion which will be graded on a 100 point scale with a score of seventy percent (70%) or higher
neces sary for pass ing.  The oral exam i na tion shall involve ques tion ing appli cants on how they would handle
situ a tions rele vant to police work.  Within thirty (30) days after the appli cants' oral exam i na tions, they shall be 
informed of the score in their oral exam i na tion and total over all score, and each pass ing appli cant shall be
informed of the next step in the exam i na tion process.  

Note:  See Com ment un der Chap ter II, Sec tion 4.5.

2.4  Polygraph Examination

(a) Ev ery ap pli cant for the po si tion of pa trol of fi cer shall fill out a per sonal data ques tion naire and un -
dergo a poly graph ex am i na tion.  The [BOR OUGH/TOWN SHIP] shall fur nish each poly graph ex am -
iner with forms upon which the ex am iner shall state whether any of the ap pli cant's re sponses to
ques tions from the ap pli cant's per sonal data ques tion naire are de cep tive.  The re port on each ex am i na -
tion shall be sub mit ted to the [BOR OUGH/TOWN SHIP] within five (5) days af ter the date of the ex -
am i na tion.

(b) The exam iner shall ask ques tions based on the infor ma tion contained in the personal data ques tion -
naire.  Before admin is ter ing the test, the exam iner shall ask each appli cant whether there is any more
infor ma tion related to the personal data ques tion naire which the appli cant would like to provide. There 
shall also be a post-test review, during which the exam iner shall again ask the partic i pant, if decep tion
is indi cated, whether there is any infor ma tion which the appli cant is with hold ing.

(c) If the exam iner shall deem any of the appli cant's responses to be decep tive, the exam iner must tell the
appli cant imme di ately and give the appli cant an oppor tu nity to explain, deny or admit the decep tion. 
If the appli cant denies being decep tive or if the expla na tion is found unsat is fac tory by the exam iner,
the appli cant will be given the oppor tu nity to retake the test with a second exam iner.  Notice of the
oppor tu nity to retest shall be given in writ ing to the appli cant.  The second exam iner will not have
access to the results of the first test prior to readmini ster ing the poly graph.  If the second exam iner
finds no decep tion, the appli cant will be consid ered to have passed the poly graph.  If the second exam -
iner also finds the appli cant decep tive, the appli cant will be consid ered to have failed the exam i na tion.

(d) An appli cant who has failed both tests may appeal to the [DESIG NATE BOROUGH/TOWN SHIP
OFFI CIAL] for a third exam i na tion, and the deci sion to give the appli cant an oppor tu nity to take a
third test resides solely within the discre tion of the [DESIG NATE BOROUGH/TOWN SHIP OFFI -
CIAL].  If the appli cant is awarded an oppor tu nity to take a third test and passes, then the appli cant
will be consid ered as having passed the poly graph test.  If the appli cant is found decep tive on a third
test, the appli cant will be rejected.

Note:  See Com ment un der Chap ter II, Sec tion 4.7.
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2.5  Physical Agility Testing

An appli cant for the posi tion of police offi cer must meet the follow ing require ments: 

[INSERT THE ELEMENTS OF YOUR TEST.]

Note:  The test set forth in Chap ter II, Sec tion 4.8 (page 38) may be used.  Also, see the Com ment un -
der that sec tion.

2.6  Background Investigation

The chief of police or his designee shall conduct a back ground inves ti ga tion on each appli cant. The back -
ground inves ti ga tion shall also include inter views with the appli cant's family, acquain tances, current and
former employ ers, current and former neigh bors, refer ences and current and former teach ers and school offi -
cials.  At a mini mum, personal inter views will be conducted with at least three (3) people that have personal
knowl edge of the appli cant but who are not related to the appli cant, as well as with the appli cant’s employer(s) 
for the past five (5) years.  The back ground inves ti ga tion shall also include a crim i nal history check, includ ing
the submis sion of finger prints to the Central Repos i tory for the Common wealth of Penn syl va nia and the
Federal Bureau of Inves ti ga tion.  The appli cant's credit history and record of crim i nal convic tions shall also be 
inves ti gated, as well as the appli cant’s driv ing record for veri fi ca tion that he possesses a valid driver’s license.  
The appli cant may be inter viewed directly when the infor ma tion collected during the back ground inves ti ga tion 
requires clar i fi ca tion or expla na tion.

After the back ground inves ti ga tion is completed, the chief, or his designee, shall make a writ ten recom men da -
tion whether the appli cant is appro pri ate for consid er ation for appoint ment as a police offi cer.  The [DESIG -
NATE BOROUGH/TOWN SHIP OFFI CIAL] shall make the final deter mi na tion on whether the infor ma tion
collected during the back ground inves ti ga tion warrants rejec tion of the candi date.

Within thirty (30) days after the recom men da tion of the chief of police or his designee, each appli cant will be
informed of whether he passed the back ground inves ti ga tion.  

Note:  See Com ment un der Chap ter II, Sec tion 4.9.

Section 3.  Certification of the List of Eligibles and Appointments

3.1  Creation of Eligibility List

At the comple tion of the exam i na tion require ments set forth in Section 2, writ ten exam i na tion, oral exam i na -
tion, back ground inves ti ga tion, phys i cal agil ity test and poly graph exam i na tion, the chief of police shall rank
all pass ing appli cants on a list with the appli cant receiv ing the high est score at the top of the list and the appli -
cant receiv ing the lowest pass ing score at the bottom of the list.  In the case of tied scores, the tie will be
broken by giving pref er ence to the appli cant who submit ted a final completed appli ca tion first.  If both tied
appli cants submit ted their complete appli ca tions on the same day, then the appli cants shall be ranked in alpha -
bet i cal order by surname.  The eligi bil ity list will remain in effect for [INSERT DESIRED NUMBER] of
months from the date of its adop tion by the [BOROUGH COUN CIL/BOARD OF COMMIS SIONERS OR
SUPER VI SORS].  The [BOROUGH COUN CIL/BOARD OF COMMIS SIONERS OR SUPER VI SORS] may,
at its sole discre tion, before the orig i nal expi ra tion date, by a vote of the major ity of the [COUN CIL/BOARD]
at a duly autho rized meet ing, extend the list for up to an addi tional twelve (12) months.  The [BOROUGH
COUN CIL/BOARD OF COMMIS SIONERS OR SUPER VI SORS] may, at its sole discre tion, void an eligi bil -
ity list at any time for any reason.



38

3.2  Appointment

(a) The [BOR OUGH COUN CIL/BOARD OF COM MIS SIONERS OR SU PER VI SORS] may fill any va -
cancy in an ex ist ing po si tion in the po lice de part ment that oc curs as a re sult of ex pan sion of the po lice
force, re tire ment, res ig na tion, dis abil ity or death by the re ap point ment or re in state ment of a for mer
em ployee of the po lice de part ment who had been fur loughed. Ex cept for med i cal and psy cho log i cal
ex am i na tions, no other test ing shall be re quired for a fur loughed em ployee or a re hired or re ap pointed
em ployee, sub ject to any recertification re quire ments pre scribed by the Mu nic i pal Po lice Of fi cers’ Ed -
u ca tion and Training Com mis sion.

(b) If no fur lough list ex ists or if po si tions re main to be filled af ter all of the of fi cers on the fur lough list
were of fered reemployment, ev ery po si tion, ex cept that of chief of po lice, shall be filled only in the
fol low ing man ner:

(1) The [DES IG NATE BOR OUGH/TOWN SHIP OF FI CIAL] shall cer tify three (3) names from the
list of eligibles;

(2) If three (3) names are not avail able, then the [DES IG NATE BOR OUGH/TOWN SHIP OF FI CIAL]
shall cer tify the name(s) re main ing on the list;

(3) The [BOR OUGH COUN CIL/BOARD OF COM MIS SIONERS OR SU PER VI SORS] shall make
an ap point ment from one of the three names cer ti fied with ref er ence to the mer its and fit ness of the 
can di dates.  How ever, for ini tial ap point ment to the po si tion of po lice of fi cer, when one of the
three ap pli cants on the cer ti fied list is an hon or ably dis charged vet eran, that ap pli cant shall be se -
lected.

Note:  See Com ment un der Chap ter II, Sec tion 5.2.

3.3  Medical and Psychological Examinations

After the [BOROUGH COUN CIL/BOARD OF COMMIS SIONERS OR SUPER VI SORS] selects a candi date
from the list of three for appoint ment to the vacant posi tion, that candi date shall submit to a medi cal exam i na -
tion and a psycho log i cal exam i na tion by the appro pri ate medi cal experts.  If the candi date success fully passes
the medi cal and psycho log i cal exam i na tions, then that employee shall be appointed to the vacant posi tion in
the police depart ment for which the appli ca tion was submit ted.  The appoint ment shall be contin gent upon
success fully pass ing both the medi cal and psycho log i cal exam i na tions. Fail ure to pass either exam i na tion shall 
result in the candi date being rejected from consid er ation.  

Note:  See Com ment un der Chap ter II Sec tion 5.4.

3.4  Probationary Period

Every success ful appli cant to the posi tion of patrol offi cer or to a promo tional posi tion with the police depart -
ment shall serve a [INSERT DESIRED LENGTH, USUALLY TWELVE MONTHS] month proba tion ary
period.  During the proba tion ary period, a newly hired offi cer may be dismissed for unac cept able perfor mance.  
{OPTIONAL ADDI TIONAL LANGUAGE: A promoted offi cer, during proba tion, may be returned to a prior
rank only for cause.}  At that time, a newly hired offi cer's employ ment shall end, {OPTIONAL: and a
promoted offi cer shall return to a previ ous rank.}  Any offi cer who is not informed in writ ing that his perfor -
mance has been unsat is fac tory, shall receive a perma nent appoint ment to the new posi tion.  

Note:  See Com ment un der Chap ter II, Sec tion 5.5.
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Chapter IV.  Model Hiring Policy 
for Nonuniformed Employees

Section 1. Policy Statement

The [BOROUGH/TOWN SHIP] will, in its selec tion and hiring of new employ ees for posi tions, iden tify and
employ the best avail able qual i fied candi dates.  The [BOROUGH/TOWN SHIP] will not unlaw fully discrim i -
nate in its hiring and employ ment prac tices against any appli cant or employee on the basis of race, gender,
reli gion, non-work-related hand i cap or disabil ity, age or national origin.  The [BOROUGH/TOWN SHIP] is an
equal oppor tu nity employer.  This Policy is intended to comply with all rele vant state and federal employ ment
laws in the screen ing and selec tion of indi vid u als who will provide the high est level of service to the Munic i -
pal ity and the citi zens of its service area.

Section 2. Hiring Procedures

The [BOROUGH/TOWN SHIP] will admin is ter and enforce the compre hen sive proce dures set forth below. 
Adop tion of and modi fi ca tion to these proce dures shall be imple mented after consul ta tion with the
[BOROUGH COUN CIL/BOARD OF COMMIS SIONERS OR SUPER VI SORS].

A. Ad ver tis ing an Open Po si tion.

1. When ever the Mu nic i pal ity de cides to fill an open po si tion within the Mu nic i pal ity, an ad ver tise -
ment shall be placed in at least one lo cal pa per of gen eral cir cu la tion within the Mu nic i pal ity’s ser -
vice area.  De pending on the po si tion to be filled, ad di tional ad ver tise ments may be placed in
pro fes sional pub li ca tions.

2. The ad ver tise ment shall state the dead line for fil ing a com pleted Mu nic i pal ity ap pli ca tion form and 
will spec ify some of the more per ti nent min i mum job qual i fi ca tions.  The ad ver tise ment shall also
note that a full and com plete copy of the job de scrip tion and es sen tial job func tions is avail able
from the Mu nic i pal ity upon re quest.  The ad ver tise ment will state that this hir ing pol icy is avail -
able for in spec tion and re view at the Mu nic i pal ity’s Ad min is tra tive Of fice dur ing nor mal work ing
hours.  Ev ery po ten tial ap pli cant is re spon si ble for ob tain ing, by tele phone re quest or per sonal
visit to the Ad min is tra tive Of fice, a copy of the ap pro pri ate job ap pli ca tion.  The [BOR -
OUGH/TOWN SHIP] will not be re spon si ble for missed dead lines due to a de lay in the mail.

3. The ad ver tise ment will spec ify that the [BOR OUGH/TOWN SHIP] is an equal op por tu nity em -
ployer.

B. Ap pli ca tion Re view Pro cess.

1. At the close of the ap pli ca tion fil ing dead line spec i fied in the ad ver tise ment, no other ap pli ca tion
shall be re ceived and any ma te ri ally in com plete ap pli ca tion shall be re jected.

2. Any ap pli ca tion which in di cates that the ap pli cant fails to pos sess any of the min i mum qual i fi ca -
tions for the job shall be re jected.

3. Ev ery ap pli ca tion will re quire the ap pli cant to ver ify that the in for ma tion pro vided is true  and cor -
rect, and con tains no ma te rial omis sions.  In ad di tion, all ap pli ca tions for non union po si tions will
state that the po si tion is at-will and no ap pli cant or em ployee pos sesses any con trac tual or stat u -
tory right to con tin ued em ploy ment.
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C. Hiring Pro cess.

1. The [BOR OUGH/TOWN SHIP] Man ager, or, where ap pro pri ate, the di rec tor of the de part ment in
which the job open ing ex ists, shall re ceive and re view all ap pli ca tions.  Based upon the cri te ria
con tained in the writ ten job de scrip tion and the es sen tial job func tions, the [BOR OUGH/TOWN -
SHIP] Man ager or De part ment Head shall rank all the ap pli cants based upon the ex pe ri ence and
skills set forth in the ap pli ca tion.

2. The top [SIX (6)] candi dates will be contacted to take part in an oral inter view.  Where the
[BOROUGH/TOWN SHIP] Manager or the appro pri ate Depart ment Head believes that ties exist,
based upon the appli cants’ over all qual i fi ca tions for the final inter view slot, these addi tional candi -
dates shall be extended inter views.

3. Oral inter views will be conducted by a panel comprised of the rele vant Depart ment Head, the
[BOROUGH/TOWN SHIP] Manager and a member of the [BOROUGH COUN CIL/BOARD OF
COMMIS SIONERS OR SUPER VI SORS].  Where appro pri ate, the Assis tant Depart ment Head
may also partic i pate in the oral inter view.  The inter view ees will be graded and rated on a scale of
one (1) to ten (10) by each indi vid ual inter viewer based upon the appro pri ate ness of the candi date
for the open posi tion.

4. After the comple tion of the oral inter views, the top [THREE (3)] candi dates will be subject to a
back ground inves ti ga tion for the purpose of veri fy ing each appli cant’s qual i fi ca tions as stated in
his appli ca tion and to deter mine whether any inde pend ent reasons exist that would preclude the
candi date from consid er ation for appoint ment.  Disqual i fi ca tion of a candi date on the basis of the
back ground inves ti ga tion shall occur only where the [BOROUGH/TOWN SHIP] Manager deter -
mines that such disqual i fi ca tion is consis tent with federal and state law.

If one or more of the top [THREE (3)] candi dates are disqual i fied on the basis of the back ground
inves ti ga tion, an equal number of the remain ing candi dates shall be subjected to a back ground
inves ti ga tion in order to ensure that the [THREE (3)] inter viewed candi dates have success fully
passed the back ground inves ti ga tion.

5. At the comple tion of the oral inter views and back ground inves ti ga tions, those candi dates not
selected for an inter view will be noti fied that they are no longer under consid er ation.  Any candi -
date who was granted an oral inter view but was found to be unac cept able on the basis of the back -
ground inves ti ga tion will be noti fied, in writ ing, of that deci sion and the basis for the deci sion.

6. For all posi tions below Depart ment Head [OR ASSIS TANT DEPART MENT HEAD], the
[BOROUGH/TOWN SHIP] Manager shall consider the qual i fi ca tions of the [THREE (3)] candi -
dates who success fully completed the back ground inves ti ga tion and review the writ ten summary of 
the oral inter view and select the candi date for employ ment.

7. For open ings in the posi tions of the Depart ment Head and Assis tant Depart ment Head, the review
shall be done by the [BOROUGH/TOWN SHIP] Manager and the appro pri ate members of the
[BOROUGH COUN CIL/BOARD OF COMMIS SIONERS OR SUPER VI SORS].

8. At the time the three can di dates are con sid ered for hir ing, any can di date who is el i gi ble for vet er -
ans’ pref er ence pur su ant to the Vet erans’ Pref er ence Act, 51 Pa. C.S. § 7101 et seq., shall be se -
lected over a nonveteran for po si tions which re quire the [BOR OUGH/TOWN SHIP] to give
pref er ence to vet er ans.

9. For jobs which the [BOROUGH/TOWN SHIP] has previ ously deter mined require a medi cal and/or 
psycho log i cal exam i na tion prior to the commence ment of duties, the candi date who is selected will 
receive a condi tional offer of employ ment contin gent upon the candi date success fully complet ing
the medi cal and/or psycho log i cal exam i na tion.  The medi cal experts perform ing the exam i na tion
will make their deter mi na tion based upon a review of the writ ten job descrip tion and essen tial
func tions of the job for which the appli cant received the offer of employ ment.
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10. Any appli cant who believes that he has been aggrieved or improp erly elim i nated at any point in
the hiring process may request recon sid er a tion of the alleged incor rect deci sion.  The request for
recon sid er a tion must be in writ ing and spec ify the factual circum stances and reasons relied upon
by the appli cant.  The [BOROUGH/TOWN SHIP] Manager must receive the writ ten request within 
[FOUR TEEN (14)] calen dar days from when the appli cant knew or should have known of the
alleged improper action. The [BOROUGH/TOWN SHIP] Manager’s adju di ca tion of the request for 
recon sid er a tion shall be final.

D. Pro ba tion ary Pe riod.

1. Ev ery newly hired [BOR OUGH/TOWN SHIP] em ployee shall serve a pro ba tion ary pe riod of [SIX
(6)] months.  Shortly be fore the [SIX (6)] month pro ba tion ary pe riod ex pires, the De part ment
Head or, where ap pro pri ate, the [BOR OUGH/TOWN SHIP] Man ager, will as sess the per for mance
of the pro ba tioner based upon the re quire ments con tained in the writ ten job de scrip tion.  If the ap -
pro pri ate De part ment Head and/or [BOR OUGH/TOWN SHIP] Man ager con clude that the pro ba -
tion ary em ployee has suc cess fully ful filled the du ties of the job, then the em ployee shall re ceive
reg u lar em ploy ment sta tus and re ceive all the ben e fits of a reg u lar full-time em ployee.  How ever,
for non-un ion po si tions, the em ployee shall con tinue in an at-will sta tus.

2. Any pro ba tion ary em ployee who fails to suc cess fully com plete the [SIX (6)] month pro ba tion ary
pe riod shall be ter mi nated.  How ever, at his sole dis cre tion, the [BOR OUGH/TOWN SHIP] Man -
ager may ex tend, with the writ ten agree ment of the em ployee, and, where ap pro pri ate, the un ion,
the pro ba tion ary pe riod for an ad di tional spec i fied length of time.
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Chapter V. Civil Service
and Non-Civil Service

Hiring Forms and Letters
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CS-1

Police Officer Application
[BOROUGH/TOWN SHIP] Police Depart ment

General Instruc tions
This appli ca tion consists of several sections:  a ques tion naire; a Noti fi ca tion Proce dure Release; a Veri fi ca tion; 
a General waiver; a Poly graph Release; and a descrip tion of essen tial job func tions.  Every one of these
sections must be completed in order for the [BOROUGH/TOWN SHIP] to accept the appli ca tion as complete. 
Print (do not type) an answer to every ques tion.  If a partic u lar ques tion does not apply to you, so state with
N/A.  If space avail able is insuf fi cient, use reverse side and precede with the number of the refer enced block. 
Do not misstate or omit mate rial fact since the state ments made herein are subject to veri fi ca tion to
deter mine your qual i fi ca tions for employ ment.

Questionnaire

1. 2.
Last Name                                  First Name                                      Middle Name     Social Security Number

3. 3A.      
Alias(es), Nick name(s) Maiden Name, Other Changes in Name         Telephone Number

4.
Present Residence Address, Street/City/State/Zip

5.
U.S. Citi zen: Native (Yes/No)               Naturalization No.                   Date                          Place                      Court

6. Residences: List all for past ten years begin ning with current.

     Month & Year  With whom did you live
From                     To            Address  and where are they now?
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7. Family
List in order given showing relationship, parents, guardians, stepparents, foster parents, parents-in-law,
brothers, sisters, step-brothers and step-sisters.  Include any others with whom you have resided or with
whom a close relationship existed or exists.

Relationship Name Address (if living)

Father

Mother

8. Vehicle Operator's License
Give the following information concerning any vehicle operator's license you have held or now hold:

Type of License Number Issuing Authority Expiration

Have you ever had a license suspended or revoked?

9. Conviction of Crime
Have you ever been convicted of a misdemeanor, felony or greater criminal violation?    ¨Yes     ¨No
If yes, state violation, court of jurisdiction, and date of conviction.

10. Financial Status
Do you have any income from any source other than your principal occupation?    ¨Yes     ¨No

If yes, how much?  How often? 

The source(s): 
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Do you have or have you had any financial accounts (savings, checking, loans, stocks, bonds, etc.)? 
List all accounts during the past seven (7) years.

Name and Address of Financial Institution Type of Account

11. Past and Present Membership in Organizations

Type Membership
               (Social, Fraternal, Dates

Name Address   Zip        Professional, Etc.) Office Held From   To

12. Subversive Organizations

¨Yes   ¨No Are you now or have you ever been a member of any organization, association,
movement, group or combination of persons which advocates the overthrow of our
constitutional form of government, or which has adopted the policy of advocating or
approving the commission of acts of force or violence to deny other persons their rights
under the Constitution of the United States or which seeks to alter the form of
government of the United States by any unconstitutional means?

¨Yes   ¨No Are you or have you ever been affiliated or associated with any organization of the type
described above, as an agent, official or employee?

¨Yes   ¨No Are you now associating with, or have you associated with, any individual including
relatives who you know or have reason to believe are or have been members of any of
the organizations identified above?

¨Yes   ¨No Have you ever been engaged in any of the following activities of any organization of the 
type described above:  Distribution(s) to, attendance at or participating in any
organizational, social, or other activities of said organization or of any projects
sponsored by them; the sale, gift, or distribution of any written, printed or other matter,
prepared, reproduced, or published, by them or any of their agents or instrumentalities?

If yes to any of the answers above, describe the circumstances.  Attach additional sheets for a fully
detailed statement.  If associated with any of these organizations, specify nature and extent of association
with each, including office or position held, also include dates, places, and credentials now or formerly
held.  If associations have been with individuals who are members of these organizations, then list the
individuals and the organization with which they were or are affiliated.
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13. Education

A. List all el e men tary, ju nior high and high schools at tended. 
At tach tran script from last high school at tended.

   Graduated
Name City Zip        Yes/No

B. Higher Ed u ca tion. List all col leges or uni ver si ties at tended.  At tach tran script from last in sti tu tion.

Dates Attended Credit Hours                Degree
 Name City Zip   From      To         Semester/Quarter Rec’d /Year

Major and Minor Courses:

C. Other schools or train ing (trade, vo ca tional, mil i tary).  Give for each the name and lo ca tion of school,
dates at tended, sub jects studied, cer tif i cate earned, and any other per ti nent data.  In clude com plete
mail ing ad dress.
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14. Special Qualifications and Skills

A. In di cate type of spe cial li cense such as pi lot, ra dio op er a tor, etc., show ing li cens ing au thor ity, where
the li cense was first is sued and date cur rent li cense ex pires.

B. Spe cial skills you pos sess and ma chines and equip ment you can use.  (For ex am ple, com puter pro -
gram mer, poly graph op er a tor, ve hi cle in spec tion me chanic, sci en tific or pro fes sional de vices.)

C. Ap prox i mate num ber of words per min ute:  Key board or typ ing               Short hand              

D. Special qual i fi ca tions not covered in appli ca tion:  (For exam ple, your most impor tant publi ca tions,
patents, inven tions, public speak ing, member ship in profes sional or scien tific soci et ies, honors and
fellow ships received, etc.)

15. Foreign Language
Enter language and indicate fluency.

Language Reading Speaking Understanding Writing

16. Foreign Travel 
Exclude trips of less than 30 days to Canada or Mexico and travel as a direct result of U.S. mili tary duties.

Dates Country Purpose of Travel
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17. Hobbies and Sports

Name Length of Participation Level of Proficiency

18. Employment 
Begin with your most recent job and list your work history for the past ten years, including part-time,
tempo rary or seasonal employ ment, and all peri ods of unem ploy ment.

Date Name & Address of Employer

To From

Salary Job Title

Descrip tion of Duties

Why did you leave?

Name of Super vi sor:

Name of Co-Worker:

Date Name & Address of Employer

To From

Salary Job Title

Descrip tion of Duties

Why did you leave?
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Name of Super vi sor:

Name of Co-Worker:

Date Name & Address of Employer

To From

Salary Job Title

Descrip tion of Duties

Why did you leave?

Name of Super vi sor:

Name of Co-Worker:

If additional employer blocks are needed, please attach requested information on separate sheet.

Have you ever been discharged, asked to resign, furloughed, or put on inac tive status for cause, or subject 
to disci plin ary action while in any posi tion (except mili tary)?  If yes, state reason:

Have you ever resigned after being informed your employer intended to discharge you for any reason. If
yes, explain, giving name and address of employer, approx i mate date, and reasons in each case.

19. Military Status

Have you ever served in the U.S. Armed Forces? ¨Yes     ¨No
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If yes, attach photostatic copy of discharge or separation papers. 

Do you claim veterans preference? ¨Yes     ¨No

A. While in the mil i tary ser vice, were you ever con victed for 
any crime graded as a mis de meanor, fel ony or greater of fense?  
If yes, give date, place, law en forc ing au thor ity or type of 
court or court mar tial, charge and ac tion taken for each in ci dent, 
us ing sep a rate sheet to re cord this in for ma tion. ¨Yes     ¨No

B. Are you pres ently a mem ber of a U.S. Re serve or 
State Guard or ga ni za tion? ¨Yes     ¨No
If yes, com plete the fol low ing:

Grade and Service No.: 

Service and Component: 

Organization and Station or Unit and address:

Status:

Indicate reserve obligation, if any:  

20. Selective Service

Last Clas si fi ca tion:

Selective Service No.:  Last Classification:

Date:  Local Board:

Address:

21. Character References
List only character references who have definite knowledge of your qualifications for the position of
application.  List 5 character references.  (Do not list relatives, former employers, or persons living outside
the United States.)

Name Address Home Phone Work Phone Years Known

1.  

2. 

3.  

4.  
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5.  

22. Are there any incidents in your life not mentioned herein which may reflect upon your suitability to
perform the duties which you may be called upon to take or which might require further explanation?  
If yes, give details.

23. Have you ever applied for a position with any other governmental agencies?  If yes, give details.

24. Remarks
I certify that there are no misrep re sen ta tions, omis sions, or falsi fi ca tions in the fore go ing state ments and
answers, and that the entries made by me above are true, complete, and correct to the best of my
knowl edge and belief and are made in good faith.

Signature of Applicant

Date
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Verification

The infor ma tion I have provided in the fore go ing Appli ca tion is true and correct to the best of my knowl -
edge belief and under stand ing.  I under stand that any false state ment contained therein is subject to the penal -
ties prescribed by 18 Pa. C.S.A. § 4904, relat ing to unsworn falsi fi ca tion to author i ties.

Date: 
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Notification Procedure Release

In the process ing proce dure required for appli cants, it may become neces sary to contact the appli cant in
the event they are being given further consid er ation for the posi tion of police offi cer with the
[BOROUGH/TOWN SHIP].

If conven tional meth ods fall in attempt ing to contact the appli cant, a certi fied-regis tered letter will be sent 
to the appli cant's address listed on the appli ca tion.  Should the regis tered letter be returned indi cat ing that it
was unclaimed or unde liv er able, the appli cant will be elim i nated from further process ing and consid er ation. 

It is the appli cant's respon si bil ity to notify the [BOROUGH/TOWN SHIP] Police, in writ ing, of the
address change.  By affix ing your signa ture to this form, the appli cant acknowl edges that you have read and
under stood the contents of this proce dure.

Date Signa ture
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Impor tant Note from the Authors: To deter mine whether this release alone is suffi cient to conduct a back -
ground inves ti ga tion, please refer to the section on Back ground Checks of the Intro duc tion (page 5) to this
Manual.

Waiver and Release 
for Background Inves ti ga tion

I, __________________________, am pres ently apply ing for employ ment as a police offi cer with
[BOROUGH/TOWN SHIP], which I acknowl edge and under stand must thor oughly inves ti gate my employ ment 
back ground, crim i nal history, personal back ground, educa tion and refer ences in order to eval u ate my qual i fi -
ca tions for a posi tion as a police offi cer.  I under stand that it is in the public's inter est that all rele vant infor ma -
tion in this regard, includ ing my personal and employ ment history with my current and former employ ers, be
disclosed to [BOROUGH/TOWN SHIP].

By this release, I hereby autho rize any repre sen ta tive of all of my former employ ers, which have been
fully disclosed and iden ti fied in my employ ment appli ca tion, to divulge any infor ma tion in its files pertain ing
to my employ ment records and history, and I further autho rize the release of such infor ma tion upon request to
any repre sen ta tive of [BOROUGH/TOWN SHIP].  I also autho rize all former employ ers iden ti fied in my
employ ment appli ca tion to permit a review and full disclo sure of all records, or any part thereof, concern ing
myself and my employ ment with those former employ ers, by and to any duly autho rized agent of
[BOROUGH/TOWN SHIP], whether said records are of public, private, or confi den tial nature.  

The intent of this autho ri za tion is to permit all former employ ers iden ti fied in my employ ment appli ca tion 
to provide, and for [BOROUGH/TOWN SHIP] to obtain, full and free access to the back ground and history of
my personal life and my employ ment history and perfor mance, for the specific purpose of permit ting
[BOROUGH/TOWN SHIP] to conduct a thor ough back ground inves ti ga tion regard ing me that will provide
perti nent data for consid er ation by [BOROUGH/TOWN SHIP] in deter min ing my suit abil ity for employ ment
as a police offi cer.  It is my specific intent to provide [BOROUGH/TOWN SHIP] with access to person nel
infor ma tion, however personal or confi den tial it may appear to be.

I autho rize all former employ ers, which have been fully disclosed and iden ti fied in my employ ment appli -
ca tion, to release any and all public and private infor ma tion that it may have concern ing me, my work record,
my back ground and repu ta tion, my mili tary service records, educa tional records, my finan cial status, my crim -
i nal history record, includ ing my arrest record(s) and records compiled during or as the result of a crim i nal
inves ti ga tion(s) of me, effi ciency ratings, complaints or griev ances filed by or against me, the records or recol -
lec tions of attor neys at law, or other coun sel, whether repre sent ing me or another person in any case, either
crim i nal or civil, in which I pres ently have, or have had, an inter est, atten dance records, poly graph exam i na -
tions, and any inter nal affairs inves ti ga tions and disci pline, includ ing any files which are deemed to be confi -
den tial and/or sealed.

I hereby release all former employ ers iden ti fied in my employ ment appli ca tion, and, if appli ca ble, their
elected and appointed offi cials, employ ees and agents and all others from liabil ity or damages that may result
from furnish ing the infor ma tion requested, includ ing any liabil ity or damage pursu ant to any state or federal
laws.  I hereby release all former employ ers iden ti fied in my employ ment appli ca tion, and, if appli ca ble, its
offi cers, employ ees, or related person nel, both indi vid u ally and collec tively, from any and all liabil ity for
damages of what ever kind, which may at any time result to me, my heirs, family, or asso ci ates because of
compli ance with this autho ri za tion and request to release infor ma tion, or any attempt to comply with it.  I
direct all former employ ers iden ti fied in my employ ment appli ca tion to release such infor ma tion upon request
of the duly accred ited repre sen ta tive of [BOROUGH/TOWN SHIP], regard less of any agree ment, writ ten or
oral, I may have made with the former employer to the contrary.
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In addi tion, I also give [BOROUGH/TOWN SHIP] the right to thor oughly inves ti gate my back ground,
previ ous employ ment, educa tion and refer ences in order to ascer tain my suit abil ity for service as a
[BOROUGH/TOWN SHIP] employee.  I release and hold harm less [BOROUGH/TOWN SHIP], its elected and
appointed offi cials, agents and employ ees from and against any and all liabil ity which might result from
conduct ing such an inves ti ga tion, includ ing any damages of what ever kind which may at any time result to me, 
my heirs, family or asso ci ates because of such inves ti ga tion.

I recog nize and under stand my rights under Title 5, United States Code, Section 552a, the Privacy Act of
1974, with regard to access and disclo sure of records, and I waive those rights with the under stand ing that
infor ma tion furnished by any former employer will be used by [BOROUGH/TOWN SHIP] in conjunc tion with 
employ ment proce dures.

I under stand that if a former employer refused to coop er ate with this inves ti ga tion by fail ing to provide
full disclo sure of any and all rele vant infor ma tion about me, then the [BOROUGH/TOWN SHIP] may disqual -
ify me from further consid er ation for employ ment as a police offi cer.

 A photo copy or facsim ile of this release form will be valid as an orig i nal thereof, even though the said
photo copy or facsim ile does not contain an orig i nal writ ing of my signa ture.  This waiver is valid for a period
of one year from the date of my signa ture.  Should there be any ques tions as to the valid ity of this release, you
may contact me at the address listed on my employ ment appli ca tion.

I agree to indem nify and hold harm less the person to whom this request is presented, as well as his agents
and employ ees, from and against all claims, damages, losses and expenses, includ ing reason able attor ney's
fees, aris ing out of or by reason of comply ing with this request.

Dated Signa ture
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Essential Duties of a Police Officer

1.  Running for several hundred yards;

2.  Climbing over obstacles;

3.  Crawling;

4.  Pushing motor vehicles;

5.  Pulling or carrying accident, fire or crime victims;

6.  Using physical force to apprehend and subdue arrestees;

7. Withstanding prolonged exposure, as long as twelve (12) hours, to extreme weather conditions;

8.  Withstanding prolonged periods of standing and sitting;

9. Withstanding frequent exposure to stress-producing situations such as encountering persons injured
or killed by accidents, crimes or suicide;

10. Dealing with domestic disputes;

11. Dealing with verbal and physical abuse of the officer, including taunts, insults, and threats to the
officer, family members, or fellow police officers;

12. Communicate effectively with individuals suffering from trauma;

13. Operate a motor vehicle for long periods of time;

14. Use a firearm effectively; and

15. Fill out written reports in a clear and concise manner.

I have reviewed the above list of essen tial job func tions for a [BOROUGH/TOWN SHIP] policy offi cer
and believe that:

¨  I can fully perform all duties with or with out reason able accom mo da tions.

¨  I cannot fully perform all duties even with accom mo da tions.

Name Signa ture  Date
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CS-2

Notice of Written Examination

Dear [NAME OF APPLI CANT]:

Your appli ca tion mate ri als for the posi tion of [POSI TION] has been received.  This letter is to notify you
that the writ ten exam i na tion portion of the exam i na tion for the posi tion of [POSI TION] will take place on
[DATE] at [TIME] at [LOCA TION].  The candi dates will be ranked accord ing to their scores after the writ ten
exam i na tion, and only those appli cants scor ing higher than seventy (70) percent and receiv ing one of the
[NUMBER] high est scores will be eligi ble to proceed further in the exam i na tion process.

Very truly yours,

Secre tary
[BOROUGH/TOWN SHIP]
Civil Service Commis sion
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CS-3

Public Announcement of Examination
and Newspaper Advertisement

For Publi ca tion and Posting

Examination Notice
[BOROUGH/TOWNSHIP]

Forms required to be completed in order to apply for the posi tion of [POSI TION] are avail able at the
[BOROUGH/TOWN SHIP] Build ing, [MAILING ADDRESS]. The [BOROUGH/TOWN SHIP] build ing is
open 24 hours a day, 7 days a week.  Call [PHONE NUMBER] if you have any ques tions.  

COMPLETED APPLI CA TIONS MUST BE TURNED IN TO THE [BOROUGH/TOWN SHIP]
MANAGER'S OFFICE DURING NORMAL BUSI NESS HOURS BY [DATE].

A writ ten exam i na tion will be held on [DATE] at [TIME] at [LOCA TION].  Other manda tory compo -
nents of the test are an oral exam i na tion, a back ground check, a fitness test, a medi cal exam i na tion, psycho log -
i cal exam i na tion, and a poly graph exam i na tion.  A complete copy of the [BOROUGH/TOWN SHIP]’s hiring
policy, as set forth in its Civil Service Rules, is avail able for inspec tion during regu lar busi ness hours at
[ADDRESS].
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CS-4

Notice of Successful Result for Written Examination

Dear [NAME OF APPLI CANT]:

This letter is to notify you that you received a score of [SCORE]% on the writ ten exam i na tion portion of
the Civil Service Exam i na tion and that you are one of the [NUMBER] high est-scor ing appli cants for the posi -
tion of [POSI TION].  You are among the pass ing candi dates and eligi ble to proceed further in the exam i na tion 
process.

In the near future, you will be informed, in writ ing, of the next step in the process.

Very truly yours,

Secre tary
[BOROUGH/TOWN SHIP]
Civil Service Commis sion
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CS-5

Notice of Ineligibility After Written Examination

Dear [NAME OF APPLI CANT]:

This letter is to advise you that [NAME OF AGENCY CONDUCTING WRITTEN EXAM I NA TION], as
reported to the Commis sion that you achieved a score of [SCORE]% on the writ ten portion of the Civil
Service Exam i na tion {IF APPLI CA BLE: and did not obtain one of the [NUMBER] high est scores of all appli -
cants}.  Based upon the results reported, you did not pass the writ ten exam as that term is defined in the
Commis sion’s Rules.  Conse quently, unless you submit a timely request for a hear ing as set forth below and
are success ful in your appeal, you will be inel i gi ble to proceed further in the exam i na tion process.

If you believe that you have a basis to appeal the result reported by [NAME OF AGENCY
CONDUCTING WRITTEN EXAM I NA TION], you must request, in writ ing, a hear ing before the
[BOROUGH/TOWN SHIP] Civil Service Commis sion within ten (10) days from your receipt of this notice.

Thank you for your partic i pa tion.

Very truly yours,

Secre tary
[BOROUGH/TOWN SHIP]
Civil Service Commis sion
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CS-6

Notice of Successful Result for Oral Examination

Dear [NAME OF APPLI CANT]:

This letter is to notify you that you received a score of [SCORE]% on the oral exam i na tion portion of the
Civil Service Exam i na tion for the posi tion of [POSI TION].  You are among the pass ing candi dates and eligi -
ble to proceed further in the exam i na tion process.

In the near future, you will be informed, in writ ing, of the next step in the process.

Very truly yours,

Secre tary
[BOROUGH/TOWN SHIP]
Civil Service Commis sion
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CS-7

Notice of Ineligibility after Oral Examination

Dear [NAME OF APPLI CANT]:

This letter is to advise you that the Board of Oral Exam iners has reported to the Commis sion that you
achieved a score of [SCORE]% on the oral portion of the Civil Service Exam i na tion for the posi tion of [POSI -
TION].  Based upon the results reported, you did not obtain a pass ing grade as that term is defined in the
Commis sion’s Rules.  Conse quently, unless you submit a timely request for a hear ing as set forth below and
are success ful in your appeal, you will be inel i gi ble to proceed further in the exam i na tion process.

If you believe that you have a basis to appeal the oral exam i na tion score reported to the Commis sion by
the Oral Exam i na tion Board, you must request, in writ ing, a hear ing before the [BOROUGH/TOWN SHIP]
Civil Service Commis sion within ten (10) days from your receipt of this notice.

Thank you for your partic i pa tion.

Very truly yours,

Secre tary
[BOROUGH/TOWN SHIP]
Civil Service Commis sion
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CS-8

Notice of Passing Polygraph Examination

Dear [NAME OF APPLI CANT]:

This is to notify you that you passed the poly graph exam i na tion you took on [DATE]. You, there fore,
remain eligi ble to partic i pate further in the Civil Service Exam i na tion for the posi tion of [POSI TION].

In the near future, you will be informed, in writ ing, of the next step in the process.

Very truly yours,

Secre tary
[BOROUGH/TOWN SHIP]
Civil Service Commis sion
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CS-9

Notice of Failing First Polygraph Examination
and Notice of Second Examination

Dear [NAME OF APPLI CANT]:

This letter is to inform you that under the [BOROUGH/TOWN SHIP] Civil Service Rules, appli cants who
fail their initial poly graph exam i na tion are eligi ble for a second test.  You have, there fore, been sched uled for
a second poly graph exam i na tion on [DATE] at [TIME AND LOCA TION].  The exam i na tion will be
conducted by [NAME].

Please advise me imme di ately if you do not intend to take this second poly graph exam i na tion.  If you are
unable to attend on the desig nated date and time, please call [NAME] directly at [PHONE NUMBER] to
resched ule.  The exam i na tion must be completed by [DATE].

Very truly yours,

Secre tary
[BOROUGH/TOWN SHIP]
Civil Service Commis sion
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CS-10

Notice of Failing Second Polygraph Examination
and Right to Appeal for Third Examination

Dear [NAME OF APPLI CANT]:

This letter is to advise you that the second poly graph exam iner appointed by the Civil Service Commis -
sion has reported to the Commis sion that you displayed decep tion in your responses to one or more mate rial
ques tions during the exam i na tion.  Based upon this report from the poly graph exam iner, you did not pass the
exam as that term is defined in the Commis sion’s Rules.  

The Rules permit an appli cant who has failed two (2) poly graph exam i na tions to appeal to the Civil
Service Commis sion for a third exam i na tion. Conse quently, unless you submit a timely request for a hear ing
as set forth below and are success ful in your appeal, you will be inel i gi ble to proceed further in the exam i na -
tion process.

If you believe that you have a basis to obtain a third poly graph exam i na tion, you must request a hear ing,
in writ ing, before the [BOROUGH/TOWN SHIP] Civil Service Commis sion within ten (10) days from the
receipt of this notice.

Thank you for your partic i pa tion.

Very truly yours,

Secre tary
[BOROUGH/TOWN SHIP]
Civil Service Commis sion
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CS-11

Notice of Passing Second Polygraph Examination

Dear [NAME OF APPLI CANT]:

This is to notify you that you passed the second poly graph exam i na tion admin is tered to you on [DATE].
You, there fore, remain eligi ble to partic i pate further in the Civil Service Exam i na tion for the posi tion of
[POSI TION].

In the near future, you will be informed, in writ ing, of the next step in the process.

Very truly yours,

Secre tary
[BOROUGH/TOWN SHIP]
Civil Service Commis sion
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CS-12

Notice Denying Request for Third Polygraph Examination

Dear [NAME OF APPLI CANT]:

This letter is to inform you of the Commis sion’s deci sion regard ing your request to partic i pate in a third
poly graph exam i na tion.  After the hear ing held before the Commis sion on [DATE] regard ing this matter,
during which you appeared and presented your grounds in support of a third poly graph exam i na tion, the
Commis sion voted to deny your request.

Thank you for your partic i pa tion.

Very truly yours,

Secre tary
[BOROUGH/TOWN SHIP]
Civil Service Commis sion
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CS-13

Notice Granting Request for Third Polygraph Examination

Dear [NAME OF APPLI CANT]:

This letter is to inform you of the Commis sion’s deci sion regard ing your request to partic i pate in a third
poly graph exam i na tion.  After the hear ing held before the Commis sion on [DATE] regard ing this matter,
during which you appeared and presented your grounds in support of a third poly graph exam i na tion, the
Commis sion voted to grant your request.

You have been sched uled for a third poly graph exam i na tion on [DATE] at [TIME AND LOCA TION]. 
The exam i na tion will be conducted by [NAME].  Please advise me imme di ately if you decline to take this third 
poly graph exam i na tion.  If you are unable to attend on the desig nated date and time, please call [NAME]
directly at [PHONE NUMBER], to resched ule.  The exam i na tion must be completed by [DATE].

Very truly yours,

Secre tary
[BOROUGH/TOWN SHIP]
Civil Service Commis sion
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CS-14

Notice of Passing Third Polygraph Examination

Dear [NAME OF APPLI CANT]:

This letter is to inform you that you passed the third poly graph exam i na tion conducted by [NAME] on
[DATE].  You, there fore, remain eligi ble to partic i pate further in the Civil Service Exam i na tion for the posi -
tion of [POSI TION].

In the near future, you will be informed, in writ ing, of the next step in the process.

Very truly yours,

Secre tary
[BOROUGH/TOWN SHIP]
Civil Service Commis sion
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CS-15

Notice of Failing Third Polygraph Examination

Dear [NAME OF APPLI CANT]:

This letter is to inform you that you failed the third poly graph exam i na tion admin is tered by [NAME] on
[DATE]. There fore, you are inel i gi ble to proceed further in the exam i na tion process.  

If you believe that you have a basis to appeal this result, you must request, in writ ing, a hear ing before the 
[BOROUGH/TOWN SHIP] Civil Service Commis sion within ten (10) days of your receipt of this notice.

Thank you for your partic i pa tion.

Very truly yours,

Secre tary
[BOROUGH/TOWN SHIP]
Civil Service Commis sion
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CS-16

Notice of Passing Physical Agility Examination

Dear [NAME OF APPLI CANT]:

This is to notify you that you passed the phys i cal agil ity exam i na tion you took on [DATE].  You, there -
fore, remain eligi ble to partic i pate further in the Civil Service Exam i na tion for the posi tion of [POSI TION].

In the near future, you will be informed, in writ ing, of the next step in the process.

Very truly yours,

Secre tary
[BOROUGH/TOWN SHIP]
Civil Service Commis sion
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CS-17

Notice of Failing Physical Agility Examination

Dear [NAME OF APPLI CANT]:

This letter is to advise you that exam in ers for the phys i cal agil ity test have reported to the Commis sion
that you did not pass this portion of the Civil Service Exam i na tion for the posi tion of [POSI TION].  Based
upon the results reported to the Commis sion, you did not pass the phys i cal agil ity test as that term is defined in 
the Civil Service Rules.  Conse quently, unless you submit a timely request for a hear ing as set forth below and 
are success ful in your appeal, you will be inel i gi ble to proceed further in the exam i na tion process.

If you believe that you have a basis to appeal the results reported by the phys i cal agil ity exam in ers, you
must request, in writ ing, a hear ing before the [BOROUGH/TOWN SHIP] Civil Service Commis sion within ten
(10) days of your receipt of this notice.

Thank you for your partic i pa tion.

Very truly yours,

Secre tary
[BOROUGH/TOWN SHIP]
Civil Service Commis sion
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CS-18

Notice of Passing Background Investigation

Dear [NAME OF APPLI CANT]:

This letter is to notify you that you passed the back ground inves ti ga tion conducted by the
[BOROUGH/TOWN SHIP]. Your weighted compos ite score, based on your writ ten and oral exam i na tion, is
[SCORE].  Your rank on the eligi bil ity list is [RANK].  This score and rank includes any veter ans’ pref er ence
points to which you may be enti tled.

If the [BOROUGH/TOWN SHIP] decides to appoint a new police offi cer, only the top three names on the
eligi bil ity list will be submit ted for consid er ation.  If the [BOROUGH/TOWN SHIP] decides to select one of
these three candi dates for appoint ment to the police force, then any offer of appoint ment would be contin gent
upon pass ing a medi cal and psycho log i cal exam i na tion. You will be noti fied, in writ ing, by the Civil Service
Commis sion at the time your name is submit ted to [BOROUGH COUN CIL/BOARD OF COMMIS SIONERS]
as one of the three candi dates eligi ble for appoint ment.

Very truly yours,

Secre tary
[BOROUGH/TOWN SHIP]
Civil Service Commis sion
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CS-19

Notice of Failing Background Investigation

Dear [NAME OF APPLI CANT]:

This letter is to advise you that [NAME OF INDI VID UAL APPOINTED TO CONDUCT BACK -
GROUND INVES TI GA TION], who has been appointed by the Commis sion to conduct a back ground inves ti -
ga tion, has reported to the Commis sion that you are unfit for appoint ment as a police offi cer with
[BOROUGH/TOWN SHIP].  Based upon the results reported to the Commis sion, you have failed the back -
ground inves ti ga tion based upon the crite ria set forth in the Commis sion’s Rules.  Conse quently, unless you
submit a timely request for a hear ing as set forth below and are success ful in your appeal, you will be inel i gi -
ble to proceed further in the exam i na tion process.  The reason[s] provided by the person selected by the
Commis sion to conduct back ground inves ti ga tions [IS/ARE] as follows:  [FILL IN EXPLA NA TION FOR
DISQUAL I FI CA TION*].

If you believe that you have a basis to appeal this recom men da tion by the desig nated back ground inves ti -
ga tor, you must request, in writ ing, a hear ing before the [BOROUGH/TOWN SHIP] Civil Service Commis sion 
within ten (10) days of your receipt of this notice.

Thank you for your partic i pa tion.

Very truly yours,

Secre tary
[BOROUGH/TOWN SHIP]
Civil Service Commis sion

*  Be sure to consult your solic i tor when complet ing this part of the letter.  
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CS-20

Notice of Medical and Psychological Examinations

Dear [NAME OF APPLI CANT]:

Congrat u la tions.  You have been selected for the appoint ment to the posi tion of [POSI TION].  However,
your appoint ment is contin gent upon pass ing both your medi cal and psycho log i cal exam i na tion.  You have
been sched uled for the medi cal exam i na tion portion of the Civil Service Exam i na tion for the posi tion of
[POSI TION] on [DATE] at [TIME] with  Dr. [NAME] at [LOCA TION].  The medi cal exam i na tion is a
manda tory part of the exam i na tion; only those candi dates who pass the medi cal exam i na tion will be
[HIRED/PROMOTED].

If you cannot attend the sched uled exam i na tion, please call Dr. [NAME] directly at [PHONE NUMBER]
and arrange an alter na tive time.  Please be advised that the exam i na tion must be completed by [DATE].

Very truly yours,

Secre tary
[BOROUGH/TOWN SHIP]
Civil Service Commis sion
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CS-21

Notice of Passing Medical Examination
and Notice of Psychological Examination

Dear [NAME OF APPLI CANT]:

This letter is to notify you that you passed the medi cal exam i na tion given you on [DATE] by Dr.
[NAME].  You are sched uled for a psycho log i cal exam i na tion on [DATE] with Dr. [NAME] at [TIME AND
LOCA TION].

If you cannot attend the sched uled exam i na tion, please contact Dr. [NAME] directly at [PHONE
NUMBER] and arrange an alter na tive time.  Please be advised that the exam i na tion must be completed by
[DATE].

Very truly yours,

Secre tary
[BOROUGH/TOWN SHIP]
Civil Service Commis sion
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CS-22

Notice of Failing Medical Examination

Dear [NAME OF APPLI CANT]:

This letter is to advise you that Dr. [NAME] has reported to the Commis sion that you are unfit to perform
the essen tial func tions for the posi tion of [POSI TION].  You did not pass the medi cal exam i na tion.  Conse -
quently, unless you submit a timely request for a hear ing as set forth below and are success ful in your appeal,
your contin gent offer of employ ment will be revoked and you will be disqual i fied from further consid er ation for 
appoint ment.

If you believe you have a basis to appeal this result, you must request a hear ing, in writ ing, before the
[BOROUGH/TOWN SHIP] Civil Service Commis sion within ten (10) days of your receipt of this notice.

Thank you for your partic i pa tion.

Very truly yours,

Secre tary
[BOROUGH/TOWN SHIP]
Civil Service Commis sion
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CS-23

Notice of Passing Psychological Examination

Dear [NAME OF APPLI CANT]:

Congrat u la tions.  

This is to notify you that you passed the psycho log i cal exam i na tion you took on [DATE].  Please contact
Chief [NAME] to discuss your start ing date.

Very truly yours,

Secre tary
[BOROUGH/TOWN SHIP]
Civil Service Commis sion
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CS-24

Notice of Failing Psychological Examination

Dear [NAME OF APPLI CANT]:

This letter is to advise you that Dr. [NAME] has reported to the Commis sion that you are unfit to perform 
the essen tial func tions for the posi tion of [POSI TION].  You did not pass the psycho log i cal exam i na tion. 
Conse quently, unless you submit a timely request for a hear ing as set forth below and are success ful in your
appeal, your contin gent offer of employ ment will be revoked, and you will be disqual i fied from further consid -
er ation for appoint ment.

If you believe that you have a basis to appeal this result, you must request a hear ing, in writ ing, before the 
[BOROUGH/TOWN SHIP] Civil Service Commis sion within ten (10) days of your receipt of this notice.

Thank you for your partic i pa tion.

Very truly yours,

Secre tary
[BOROUGH/TOWN SHIP]
Civil Service Commis sion
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Chapter VI.
Model Resolutions
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RES-1

Civil Service Commission of
[BOROUGH/TOWN SHIP]

RESO LU TION

WHEREAS, Section 4.3 of the Rules for the [BOROUGH/TOWN SHIP] Civil Service Commis sion
provides for the desig na tion of an exam in ing agency or a qual i fied indi vid ual to act as exam iner for the writ ten 
exam i na tions required by these Rules;

NOW, THERE FORE, BE IT RESOLVED that:

[NAME OF AGENCY OR INDI VID UALS] shall be desig nated as the exam in ing agency or exam iner(s)
to be retained for the purpose of admin is ter ing the writ ten exam i na tions to appli cants apply ing for the posi tion
of [POSI TION] in the Police Depart ment of [BOROUGH/TOWN SHIP].  Unless other wise directed by the
Commis sion pursu ant to a later reso lu tion, the exam i na tion shall be obtained from the [NAME TESTING
SERVICE] and the exam i na tion shall be graded by the [NAME].

Approved by a major ity of the Commis sion
this [DAY] day of [MONTH], [YEAR],
at a public meet ing of the Commis sion:
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RES-2

Civil Service Commission of
[BOROUGH/TOWN SHIP]

RESO LU TION

Section 4.3 of the Rules for the [BOROUGH/TOWN SHIP] Civil Service Commis sion provides for the
desig na tion as an exam in ing agency or a qual i fied indi vid ual to act as exam iner for the oral exam i na tions
required by these Rules;

NOW, THERE FORE, BE IT RESOLVED that:

[NAME OF AGENCY OR INDI VID UALS] shall be desig nated as the exam in ing agency or exam iner(s)
to be retained for the purpose of admin is ter ing the oral exam i na tions to appli cants apply ing for the posi tion of
[POSI TION] in the Police Depart ment of [BOROUGH/TOWN SHIP].  

Approved by a major ity of the Commis sion
this [DAY] day of [MONTH], [YEAR],
at a public meet ing of the Commis sion:
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RES-3

Civil Service Commission of
[BOROUGH/TOWN SHIP]

RESO LU TION

Section 4.3 of the Rules for the [BOROUGH/TOWN SHIP] Civil Service Commis sion provides for the
appoint ment of one or more qual i fied exam in ers to perform poly graph exam i na tions required by these Rules;

NOW, THERE FORE, BE IT RESOLVED that:

[NAME] shall be appointed as the poly graph exam iner(s) to be retained for the purpose of perform ing
poly graph tests on appli ca tions apply ing for the posi tion of [POSI TION] in the Police Depart ment of
[BOROUGH/TOWN SHIP].

Approved by a major ity of the Commis sion
this [DAY] day of [MONTH], [YEAR],
at a public meet ing of the Commis sion:
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RES-4

Civil Service Commission of
[BOROUGH/TOWN SHIP]

RESO LU TION

WHEREAS, Section 4.3 of the Rules for the [BOROUGH/TOWN SHIP] Civil Service Commis sion
provides for the desig na tion of an exam in ing agency or a qual i fied indi vid ual to act as exam iner for the phys i -
cal agil ity test required by these Rules;

NOW, THERE FORE, BE IT RESOLVED that:

[NAME OF AGENCY OR INDI VID UALS] shall be desig nated as the exam in ing agency or exam iner(s)
to be retained for the purpose of admin is ter ing the phys i cal agil ity test to appli cants apply ing for the posi tion
of [POSI TION] in the Police Depart ment of [BOROUGH/TOWN SHIP].

Approved by a major ity of the Commis sion
this [DAY] day of [MONTH], [YEAR],
at a public meet ing of the Commis sion:
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RES-5

Civil Service Commission of
[BOROUGH/TOWN SHIP]

RESO LU TION

WHEREAS, Section 4.3 of the Rules for the [BOROUGH/TOWN SHIP] Civil Service Commis sion
provides for the appoint ment or one or more qual i fied exam in ers to make all medi cal exam i na tions required by 
these Rules for a promo tional exam i na tion.

NOW, THERE FORE, BE IT RESOLVED that:

Dr. [NAME] shall be appointed as the medi cal exam iner to be retained for the purpose of exam in ing
appli cants apply ing for the posi tion of [POSI TION] in the Police Depart ment of [BOROUGH/TOWN SHIP].

Approved by a major ity of the Commis sion
this [DAY] day of [MONTH], [YEAR],
at a public meet ing of the Commis sion:
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RES-6

Civil Service Commission of
[BOROUGH/TOWN SHIP]

RESO LU TION

Section 4.3 of the Rules for the [BOROUGH/TOWN SHIP] Civil Service Commis sion provides for the
appoint ment of one or more qual i fied exam in ers to make all psycho log i cal exam i na tions required by an exam -
in ing agency or a qual i fied indi vid ual to act as exam iner for the writ ten exam i na tions required by these Rules;

NOW, THERE FORE, BE IT RESOLVED that:

Dr. [NAME] shall be appointed as the psycho log i cal exam iner to be retained for the purpose of admin is -
ter ing psycho log i cal tests to appli cants apply ing for the posi tion of [POSI TION] in the Police Depart ment of
[BOROUGH/TOWN SHIP].

Approved by a major ity of the Commis sion
this [DAY] day of [MONTH], [YEAR],
at a public meet ing of the Commis sion:
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RES-7

[BOROUGH COUNCIL/BOARD OF COMMISSIONERS]
of [BOROUGH/TOWN SHIP]

RESO LU TION

WHEREAS, on [DATE], the [BOROUGH COUN CIL/BOARD OF COMMIS SIONERS] of appointed
[NAME] to the posi tion of Chief of Police of the [BOROUGH/TOWN SHIP] Police Depart ment.

WHEREAS, [BOROUGH COUN CIL/BOARD OF COMMIS SIONERS] desires to provide the job tenure
rights afforded by the Civil Service Rules of [BOROUGH/TOWN SHIP] to [NAME] in the posi tion of Chief of 
Police; and

WHEREAS, pursu ant to Section 5.3 of the Civil Service Rules of [BOROUGH/TOWN SHIP], in order to
receive civil service status in the posi tion of Chief of Police, [HE/SHE] must undergo a noncom pet i tive exam i -
na tion admin is tered by the Civil Service Commis sion.

NOW, THERE FORE, BE IT RESOLVED that:

The Civil Service Commis sion of [BOROUGH/TOWN SHIP] is hereby directed to subject [NAME] to a
noncom pet i tive exam i na tion.  In the event [HE/SHE] passes the exam i na tion, the Civil Service Commis sion is
further directed to notify [BOROUGH COUN CIL/BOARD OF COMMIS SIONERS] that [HE/SHE] has done
so and that [HE/SHE] is other wise qual i fied to hold the posi tion of Chief of Police under the Civil Service
Rules.

Approved by a major ity of the [COUN CIL/BOARD]
this [DAY] day of [MONTH], [YEAR], at a public meet ing:



92

RES-8

Civil Service Commission of
[BOROUGH/TOWN SHIP]

RESO LU TION

WHEREAS, on [INSERT DATE] the [BOROUGH COUN CIL/BOARD OF COMMIS SIONERS] of
[BOROUGH/TOWN SHIP] directed this Civil Service Commis sion to subject [NAME] to a noncom pet i tive
exam i na tion for the posi tion of Chief of Police pursu ant to Section 5.3 of the Civil Service Rules; and

WHEREAS, [NAME] has success fully passed the noncom pet i tive exam i na tion desig nated by this Civil
Service Commis sion.

NOW, THERE FORE, BE IT RESOLVED that:

The [BOROUGH COUN CIL/BOARD OF COMMIS SIONERS] of [BOROUGH/TOWN SHIP] is hereby
noti fied that [NAME] has passed the noncom pet i tive exam i na tion desig nated by the Civil Service Commis sion 
pursu ant to Section 5.3 of the Civil Service Rules of [BOROUGH/TOWN SHIP] and that [HE/SHE] is other -
wise qual i fied to hold the posi tion of Chief of Police with civil service status. 

Approved by a major ity of the Commis sion
this [DAY] day of [MONTH], [YEAR],

at a regu lar stated meet ing of the Commis sion:
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RES-9

[BOROUGH COUNCIL/BOARD OF COMMISSIONERS]
of

[BOROUGH/TOWN SHIP]

RESO LU TION

WHEREAS, on [DATE], the [BOROUGH COUN CIL/BOARD OF COMMIS SIONERS] appointed
[NAME] to the posi tion of Chief of Police of the [BOROUGH/TOWN SHIP] Police Depart ment.

WHEREAS, by Reso lu tion dated [INSERT DATE], [BOROUGH COUN CIL/BOARD OF COMMIS -
SIONERS] directed the Civil Service Commis sion of [BOROUGH/TOWN SHIP] to subject [NAME] to a
noncom pet i tive exam i na tion and certify that [HE/SHE] is qual i fied to hold the posi tion of Chief of Police
under Section 5.3 of the Civil Service Rules; and

WHEREAS, by Reso lu tion dated [INSERT DATE], the Civil Service Commis sion noti fied [BOROUGH
COUN CIL/BOARD OF COMMIS SIONERS] that [NAME] passed the noncom pet i tive exam i na tion desig -
nated by the Civil Service Commis sion and that [HE/SHE] is other wise qual i fied to hold the posi tion of Chief
of Police.

NOW, THERE FORE, BE IT RESOLVED that:

[NAME] is hereby given the job tenure protec tion afforded by the Civil Service Rules of
[BOROUGH/TOWN SHIP] in the posi tion of Chief of Police and that [HE/SHE] may there fore not be removed 
from that posi tion except for one of the reasons prescribed by Section 6.1 of the Civil Service Rules.

Approved by a major ity of the Commis sion
this [DAY] day of [MONTH], [YEAR],

at a regu lar stated meet ing of the Commis sion:
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RES-10

The Board of Commissioners of
[BOROUGH/TOWN SHIP]

RESO LU TION

WHEREAS, Section 626 of the First Class Town ship Code, as amended by the Act of June 12, 2002, No.
54, as amended, 53 P.S. § 55626, and Section 2.1(b) of the Civil Service Rules of [TOWN SHIP], confer upon
the Board of Commis sioners the discre tion and author ity to appoint Alter nate Commis sioners to the Civil
Service Commis sion.

NOW, THERE FORE, BE IT RESOLVED that the follow ing indi vid u als and resi dents of the Town ship
are hereby appointed, in order of senior ity, as Alter nate Civil Service Commis sioners:

[INSERT NAMES OF UP TO THREE (3) APPOINTEES]

BE IT FURTHER RESOLVED, that the above-named indi vid ual(s) shall serve a term six (6) years in
length, which shall expire on [DATE].

The powers and duties of the Alter nate Commis sioners appointed hereby shall be governed by Sections
626 and 628 of the First Class Town ship Code, as amended, 53 P.S. §§ 55626, 55628, and Sections 2.1(b) and
2.3(b) of the Civil service Rules of [TOWN SHIP].

Approved by a major ity of the Board
of Commis sioners this [DAY] day

of [MONTH], [YEAR], at a public meet ing:
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Chapter VII.
Model Notices

of Appointment
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APPT-1A

Notice of Appointment
Written Examination Administrator

Dear [WRITTEN EXAM I NA TION ADMIN IS TRA TOR]:

This letter confirms your appoint ment as admin is tra tor of the writ ten exam i na tion in the civil service test -
ing for the posi tion of [POSI TION] with the [BOROUGH/TOWN SHIP]. 

Enclosed is a copy of the rele vant portion of the [BOROUGH/TOWN SHIP]'s Civil Service Rules and a
copy of the Commis sion's state ment of instruc tions and rules for conduct ing the writ ten exam i na tion.  Please
contact me if you have any ques tions concern ing your duties.

Very truly yours,

Secre tary
[BOROUGH/TOWN SHIP]
Civil Service Commis sion
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APPT-1B

Civil Service Commission of
[BOROUGH/TOWN SHIP]

State ment of Instruc tions and Rules for Conducting
the Written Exam i na tion for the Posi tion of [POSI TION]

The exam iner should obtain a test devel oped by a profes sional test ing service accord ing to accepted
profes sional stan dards.

The exam iner should secure the services of a profes sional test ing agency to score the exam i na tion.

The exam iner should inform the candi dates of the length of the exam i na tion, and the rules for the
exam i na tion.

The exam iner should main tain the secu rity of the test mate ri als at all times.  

All candi dates should iden tify them selves to the exam iner before the exam i na tion begins.

Before the exam i na tion, the exam iner should make an announce ment that includes the follow ing:

· The time the exami na tion begins and ends.

· The number of questions on the exami na tion.

· What each examinee is permitted to have in his or her posses sion, e.g., calcu la tors, dictio -
naries, etc.

· How the test is scored.

· When and how the candi dates will be notified of the results.

· Proce dures for leaving the room during the exami na tion.

· Regula tions regarding smoking.

· Proce dures to follow after finishing the exami na tion.

After the exam i na tion, the exam iner should collect the exam i na tions and the answer sheets, and
promptly mail the answer sheets to the profes sional test ing agency for scor ing.

The exam iner should promptly report the results of the exam i na tion to the Commis sion.
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APPT-2

Form of Notice of Appointment
Oral Examination Administrator

Dear [ORAL EXAM I NA TION ADMIN IS TRA TOR]:

This confirms your appoint ment to conduct the oral exam i na tion part of the [BOROUGH/TOWN SHIP]
police Civil Service Exam i na tion for the posi tion of [POSI TION].  I have enclosed a copy of the rele vant
portion of the [BOROUGH/TOWN SHIP] Civil Service Rules.  The oral exam i na tion will take place on
[DATE] at [LOCA TION].

Please confirm, in writ ing, your charges for perform ing this service.

Please send your future report to me in a sealed enve lope at the above address.

Please call me at [PHONE NUMBER] if you have any ques tions concern ing the oral exam i na tion or your
duties.

Very truly yours,

Secre tary
[BOROUGH/TOWN SHIP]
Civil Service Commis sion
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APPT-3A

Notice of Appointment
Polygraph Examiner

Dear [POLY GRAPH EXAM INER]:

This confirms your appoint ment to perform poly graph exam i na tions as part of the [BOROUGH/TOWN -
SHIP] police Civil Service Exam i na tion for the posi tion of [POSI TION].  Enclosed is a copy of the rele vant
portion of the [BOROUGH/TOWN SHIP]'s Civil Service Rules, and a copy of the Commis sion's form on
which you should state whether you have concluded that any appli cant's responses to his personal data ques -
tion naire were decep tive.  Please note that the report of each exam i na tion must be submit ted to the Commis -
sion within five (5) days of each exam i na tion.  Also note that Section 4.7 requires that "The exam iner shall ask 
ques tions based on the infor ma tion in the personal data ques tion naire."

You are specif i cally directed, there fore, to confine your exam i na tion to matters addressed on each appli -
cant's personal data ques tion naire.  A copy of all completed personal data ques tion naires are enclosed for your
review.

Also enclosed is a copy of the release form signed by all candi dates who are sched uled to take the poly -
graph exam i na tion.  This confirms that you have agreed not to request candi dates sign any addi tional release
forms.

Please send your future report to me in a sealed enve lope at the above address.

Please call me at [PHONE NUMBER] if you have any ques tions concern ing the poly graph exam i na tion
or your duties.

Very truly yours,

Secre tary
[BOROUGH/TOWN SHIP]
Civil Service Commis sion
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APPT-3B

Report of Polygraph Examiner

MEMO RAN DUM

TO: [POLY GRAPH EXAM INER]

FROM: Secre tary, [BOROUGH/TOWN SHIP]
Civil Service Commis sion

RE: Report Form For Candi dates for Posi tion of [POSI TION]

DATE: [DATE]

Please fill out this form completely for each candi date and return it to me within five (5) days of the date
of each exam i na tion for each candi date.  Use an addi tional sheet(s) of paper if neces sary.

Candi date's Name: 

Date of Exam i na tion: 

Did you conclude that any of the candi date's responses to ques tions based on the candi date's Personal
Data Ques tion naire were decep tive?

Check One:

¨ Candi date passes

¨ Candi date fails

Signed Dated 
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APPT-4A

Form of Notice of Appointment
Physical Agility Examination Admin is tra tor

Dear [PHYS I CAL AGIL ITY EXAM I NA TION ADMIN IS TRA TOR]:

This confirms your appoint ment to conduct the phys i cal agil ity exam i na tion section of the
[BOROUGH/TOWN SHIP] police Civil Service Exam i na tion for the posi tion of [POSI TION].  I have enclosed 
a copy of the rele vant portion of the [BOROUGH/TOWN SHIP] Civil Service Rules.  The phys i cal agil ity
exam i na tion will take place on [DATE] at [LOCA TION].

Please send your future report to me in a sealed enve lope at the above address.

Please call me at [PHONE NUMBER] if you have any ques tions concern ing the phys i cal agil ity exam i na -
tion or duties.

Very truly yours,

Secre tary
[BOROUGH/TOWN SHIP]
Civil Service Commis sion
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APPT-4B

Report of Physical Agility Examiner

MEMO RAN DUM

TO: [PHYS I CAL AGIL ITY EXAM INER]

FROM: Secre tary, [BOROUGH/TOWN SHIP]
Civil Service Commis sion

RE: Report Form for Candi dates for Posi tion of [POSI TION]

DATE: [DATE]

Please fill out this form completely for each candi date and return it to me within fifteen (15) days of the
date of the exam i na tion for each candi date.  Use an addi tional sheet(s) of paper if neces sary.

Candi date's Name: 

Date of Exam i na tion: 

Tests Conducted: 

Results of Each Test: 

Check One:

¨ Candi date passes

¨ Candi date fails

If candi date fails, please state the reasons for fail ure:

Signed Dated 
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APPT-5A

Notice of Appointment
Medical Examiner

Dear [MEDI CAL EXAM INER]:

This confirms your appoint ment to perform medi cal exam i na tions as part of the [BOROUGH/TOWN -
SHIP] police Civil Service Exam i na tion for the posi tion of [POSI TION].

Enclosed are a copy of the [BOROUGH/TOWN SHIP] Civil Service Rules rele vant to that part of the
exam i na tion and the Commis sion's medi cal eval u a tion form and the essen tial duties of the posi tion for [POSI -
TION]. 

Please note the Rules require that you submit a report on each candi date within fifteen (15) days of the
date of each exam i na tion.  Also note that if you deem a candi date unfit for perfor mance of the duties of [POSI -
TION] because of any medi cal condi tion, you must give a state ment of your reasons on the form.

Please send your future report to me in a sealed enve lope at the above address.

Please call me at [PHONE NUMBER] if you have any ques tions.

Very truly yours,

Secre tary
[BOROUGH/TOWN SHIP]
Civil Service Commis sion
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APPT-5B

Report of Medical Examiner

MEMO RAN DUM

TO: [MEDI CAL EXAM INER]

FROM: Secre tary, [BOROUGH/TOWN SHIP]
Civil Service Commis sion

RE: Report Form for Candi dates for Posi tion of [POSI TION]

DATE: [DATE]

Please fill out this form completely for each candi date and return it to me within fifteen (15) days of the
date of the exam i na tion for each candi date.  Use an addi tional sheet(s) of paper if neces sary.

Candi date's Name: 

Date of Exam i na tion: 

Tests Conducted: 

Results of Each Test: 

Check One:

¨ Candi date passes

¨ Candi date fails

If candi date fails, please state the reasons for fail ure:

Signed Dated 
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APPT-6A

Notice of Appointment
Psychological Examiner

Dear [PSYCHO LOG I CAL EXAM INER]:

This confirms your appoint ment to perform psycho log i cal exam i na tions as part of the
[BOROUGH/TOWN SHIP] police Civil Service Exam i na tion for the posi tion of [POSI TION].  Enclosed are a
copy of the [BOROUGH/TOWN SHIP]'s Civil Service Rules rele vant to that part of the exam i na tion, the
Commis sion's psycho log i cal eval u a tion form and the essen tial duties of the posi tion.

Please note that the Rules require you submit a report on each candi date within fifteen (15) days of the
date of each exam i na tion.  Also note that if you deem a candi date unfit for perfor mance of the duties of [POSI -
TION] because of any psycho log i cal defect, you must give a state ment of your reasons on the form.

Please send your future report to me in a sealed enve lope at the above address.

Please call me at [PHONE NUMBER] if you have any ques tions.

Very truly yours,

Secre tary
[BOROUGH/TOWN SHIP]
Civil Service Commis sion
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APPT-6B

Report of Psychological Examiner

MEMO RAN DUM

TO: [PSYCHO LOG I CAL EXAM INER]

FROM: Secre tary, [BOROUGH/TOWN SHIP]
Civil Service Commis sion

RE: Report Form for Candi dates for Posi tion of [POSI TION]

DATE: [DATE]

Please fill out this form completely for each candi date and return it to me within fifteen (15) days of the
date of the exam i na tion for each candi date.  Use an addi tional sheet(s) of paper if neces sary.

Candi date's Name: 

Date of Exam i na tion: 

Tests Conducted: 

Results of Each Test: 

Check One:

¨ Candi date passes

¨ Candi date fails

If candi date fails, please state the reasons for fail ure:

Signed Dated 
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Chapter VIII.
 Fair Credit Reporting Act Forms

(for Background and Credit Checks)
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FCRA-1

Notice to Applicant
Consumer Reports

[Must be signed by the Applicant before report is requested]

[NAME and ADDRESS OF APPLI CANT]

Re:  Notice of Request for Consumer Report

Dear [INSERT NAME OF APPLI CANT]:

Thank you for your recent appli ca tion for employ ment with [BOROUGH/TOWN SHIP].  This letter is to
advise you that, for employ ment purposes, once we have received your writ ten consent we may obtain what is
known as a “Consumer Report” about you from one or more consumer report ing agen cies.

Under federal law, a “Consumer Report” means a report which may include infor ma tion concern ing your
credit worthi ness, credit stand ing, credit capac ity, char ac ter, general repu ta tion, personal char ac ter is tics or
mode of living.  The [BOROUGH/TOWN SHIP] may rely upon infor ma tion in your Consumer Report as one
factor upon which the [BOROUGH/TOWN SHIP] relies when making future deci sions regard ing your employ -
ment with the [BOROUGH/TOWN SHIP].  Further more, should you become an employee of the
[BOROUGH/TOWN SHIP], the consent form you sign at this time shall autho rize the [BOROUGH/TOWN -
SHIP] to obtain Consumer Reports at any time during your term of employ ment with the
[BOROUGH/TOWN SHIP].  These reports may be one of the factors the [BOROUGH/TOWN SHIP] will rely
upon when making future deci sions regard ing your employ ment status with the [BOROUGH/TOWN SHIP].

Sincerely,

[INSERT NAME OF APPRO PRI ATE
TOWN SHIP REPRE SEN TA TIVE]
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FCRA-2

Notice to Applicant
Investigative Consumer Reports

[Should be provided before report is requested 
but no later than three (3) days after the date report is first ordered]

[NAME and ADDRESS OF APPLI CANT]

Re: Notice of Request for Inves ti ga tive Consumer Report

Dear [INSERT NAME OF APPLI CANT]:

Thank you for your recent appli ca tion for employ ment with [BOROUGH/TOWN SHIP].  This letter is to
advise you that for employ ment purposes, once we have received your writ ten consent, we may obtain what is
known as an "Inves ti ga tive Consumer Report” about you from one or more consumer report ing agen cies.  We
may do this at any time prior to your employ ment as part of the appli ca tion process or at any time during your
employ ment with the [BOROUGH/TOWN SHIP].

An “Inves ti ga tive Consumer Report” commonly includes infor ma tion regard ing your char ac ter, general
repu ta tion, personal char ac ter is tics and mode of living, which may be obtained through personal inter views of
your neigh bors, friends, asso ci ates or other acquain tances.  

Under the Federal Fair Credit Reporting Act ("FCRA"), you have a right to ask for a complete and accu -
rate disclo sure of the nature and scope of the Inves ti ga tive Consumer Report we may request.  Your request
for this addi tional disclo sure must be: (1) in writ ing and made within a reason able period of time after you
received this notice; and (2) sent to [INSERT NAME and ADDRESS OF APPRO PRI ATE MUNIC I PAL
REPRE SEN TA TIVE].

We will send you the addi tional disclo sure within five (5) days from the date we receive your writ ten
request or five (5) days of the date we first requested the Inves ti ga tive Consumer Report on you, which ever is
later.

Finally, attached to this Notice is a writ ten "Summary of Your Rights Under the Fair Credit Reporting
Act."

Sincerely,

[INSERT NAME OF APPRO PRI ATE
MUNICIPAL REPRE SEN TA TIVE]
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FCRA-3

Appendix A to United States Code of Federal Regulations, Title 16, Part 601

PRESCRIBED SUMMARY OF CONSUMER RIGHTS

The prescribed form for this summary is a sepa rate docu ment, on paper no smaller than
8x11 inches in size, with text no less than 12-point type (8-point for the chart of federal
agen cies), in bold or capi tal letters as indi cated.  The form in this appen dix prescribes both 
the content and the sequence of items in the required summary.  A summary may accu rately 
reflect changes in numer i cal items that change over time (e.g., dollar amounts, or phone
numbers and addresses of federal agen cies), and remain in compli ance.

A SUMMARY OF YOUR RIGHTS
UNDER THE FAIR CREDIT REPORTING ACT

The federal Fair Credit Reporting Act (FCRA) is designed to promote accu racy, fair ness, and privacy of infor -
ma tion in the files of every "consumer report ing agency" (CRA).  Most CRAs are credit bureaus that gather
and sell infor ma tion about you — such as if you pay your bills on time or have filed bank ruptcy — to cred i -
tors, employ ers, land lords, and other busi nesses. You can find the complete text of the FCRA, 15 U.S.C. §§
1681-1681u, at the Federal Trade Commis sion's web site (http://www.ftc.gov).  The FCRA gives you specific
rights, as outlined below.  You may have addi tional rights under state law.  You may contact a state or local
consumer protec tion agency or a state attor ney general to learn those rights.

· You must be told if infor ma tion in your file has been used against you.  Anyone who uses infor ma tion
from a CRA to take action against you — such as denying an appli ca tion for credit, insur ance, or employ -
ment — must tell you, and give you the name, address, and phone number of the CRA that provided the
consumer report.

· You can find out what is in your file.  At your request, a CRA must give you the infor ma tion in your file, 
and a list of everyone who has requested it recently.  There is no charge for the report if a person has taken
action against you because of infor ma tion supplied by the CRA, if you request the report within 60 days of
receiving notice of the action.  You also are entitled to one free report every twelve months upon request if
you certify that (1) you are unemployed and plan to seek employ ment within 60 days, (2) you are on
welfare, or (3) your report is inaccu rate due to fraud.  Other wise, a CRA may charge you up to eight
dollars.

· You can dispute inaccu rate infor ma tion with the CRA.  If you tell a CRA that your file contains inaccu -
rate infor ma tion, the CRA must inves ti gate the items (usually within 30 days) by presenting to its infor ma -
tion source all relevant evidence you submit, unless your dispute is frivo lous.  The source must review your 
evidence and report its findings to the CRA.  (The source also must advise national CRAs — to which it
has provided the data — of any error.)  The CRA must give you a written report of the inves ti ga tion, and a
copy of your report if the inves ti ga tion results in any change.  If the CRA's inves ti ga tion does not resolve
the dispute, you may add a brief state ment to your file.  The CRA must normally include a summary of
your state ment in future reports.  If an item is deleted or a dispute state ment is filed, you may ask that
anyone who has recently received your report be notified of the change.
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· Inaccu rate infor ma tion must be corrected or deleted.  A CRA must remove or correct inaccu rate or
unver i fied infor ma tion from its files, usually within 30 days after you dispute it.  However, the CRA is
not required to remove accurate data from your file unless it is outdated (as described below) or
cannot be verified.  If your dispute results in any change to your report, the CRA cannot reinsert into your
file a disputed item unless the infor ma tion source verifies its accuracy and complete ness.  In addition, the
CRA must give you a written notice telling you it has reinserted the item.  The notice must include the
name, address and phone number of the infor ma tion source.

· You can dispute inaccu rate items with the source of the infor ma tion.  If you tell anyone — such as a
creditor who reports to a CRA — that you dispute an item, they may not then report the infor ma tion to a
CRA without including a notice of your dispute.  In addition, once you've notified the source of the error in 
writing, it may not continue to report the infor ma tion if it is, in fact, an error.

· Outdated infor ma tion may not be reported.  In most cases, a CRA may not report negative infor ma tion
that is more than seven years old; ten years for bankrupt cies.

· Access to your file is limited.  A CRA may provide infor ma tion about you only to people with a need
recog nized by the FCRA — usually to consider an appli ca tion with a creditor, insurer, employer, landlord,
or other business.

· Your consent is required for reports that are provided to employers, or reports that contain medical
infor ma tion.  A CRA may not give out infor ma tion about you to your employer, or prospec tive employer,
without your written consent.  A CRA may not report medical infor ma tion about you to credi tors, insurers,
or employers without your permis sion.

· You may choose to exclude your name from CRA lists for unsolic ited credit and insur ance offers. 
Credi tors and insurers may use file infor ma tion as the basis for sending you unsolic ited offers of credit or
insur ance.  Such offers must include a toll-free phone number for you to call if you want your name and
address removed from future lists.  If you call, you must be kept off the lists for two years.  If you request,
complete, and return the CRA form provided for this purpose, you must be taken off the lists indef i nitely.

· You may seek damages from viola tors.  If a CRA, a user or (in some cases) a provider of CRA data,
violates the FCRA, you may sue them in state or federal court.
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The FCRA gives several differ ent federal agen cies author ity to enforce the FCRA:

For Ques tions or Concerns Regard ing: Please Contact:

CRAs, cred i tors and others not listed below

Federal Trade Commis sion Consumer
Response Center - FCRA
Wash ing ton, DC  20580
202-326-3761

National banks, federal branches/agen cies of foreign 
banks (word "National" or initials "N.S." appear in or
after bank's name)

Office of the Comp trol ler of the Currency
Compli ance Manage ment, Mail Stop 6-6
Wash ing ton, DC  20219
800-613-6743

Federal Reserve System member banks (except
national banks, and federal branches/agen cies of
foreign banks)

Federal Reserve Board 
Divi sion of Consumer & Commu nity Affairs
Wash ing ton, DC  20551
202-452-3693

Savings asso ci a tions and feder ally char tered savings 
banks (word "Federal" or initials "F.S.B." appear in
federal insti tu tion's name)

Office of Thrift Super vi sion
Consumer Programs
Wash ing ton, DC  20552
800-842-6929

Federal credit unions (words "Federal Credit Union"
appear in insti tu tion's name)

National Credit Union Administration
1775 Duke Street
Alex an dria, VA  22314
703-518-6360

State-char tered banks that are not members of the
Federal Reserve System

Federal Deposit Insur ance Corpo ra tion
Divi sion of Compli ance & Consumer Affairs
Wash ing ton, DC  20429
800-934-FDIC

Air, surface, or rail common carri ers regu lated by
former Civil Aero nau tics Board or Inter state
Commerce Commis sion

Depart ment of Trans por ta tion
Office of Finan cial Manage ment
Wash ing ton, DC  20590
202-366-1306

Activ ities subject to the Packers 
and Stock yards Act, 1921

Depart ment of Agri cul ture
Office of Deputy Admin is tra tor - GIPSA
Wash ing ton, DC  20250
202-720-7051
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FCRA-4

Consent To Obtain Consumer Report
[Must be signed before report is requested from Reporting Agency]

CONSENT TO OBTAIN CONSUMER REPORT

I, the under signed, an appli cant for employ ment with [BOROUGH/TOWN SHIP], hereby acknowl edge
that I have received a sepa rate Notice inform ing me that [BOROUGH/TOWN SHIP] may obtain one or more
Consumer Reports about me for employ ment purposes, in connec tion with my appli ca tion for employ ment
and/or subse quent peri ods of employ ment should I be hired by the [BOROUGH/TOWN SHIP].  I further
acknowl edge that I have care fully read and fully under stand the contents of that Notice, and that I under stand
that an anal y sis of any such report by the [BOROUGH/TOWN SHIP] may affect its deci sion whether or not to
offer employ ment to me.

I hereby autho rize [BOROUGH/TOWN SHIP] and give it my consent to order a Consumer Report about
me from one or more consumer report ing agen cies.  I further autho rize and consent to the
[BOROUGH/TOWN SHIP]'s use of the Consumer Report in eval u at ing my appli ca tion for employ ment and, if
hired, in connec tion with any future deci sions regard ing my employ ment with the [BOROUGH/TOWN SHIP].  
Finally, should I become an employee of [BOROUGH/TOWN SHIP], I autho rize [BOROUGH/TOWN SHIP]
to obtain Consumer Reports at any time during my term of employ ment with the [BOROUGH/TOWN SHIP]. 
I autho rize and consent to [BOROUGH/TOWN SHIP]'s use of these Consumer Reports as one factor the
[BOROUGH/TOWN SHIP] may rely upon when making future deci sions regard ing my employ ment status
with the [BOROUGH/TOWN SHIP].

Signa ture of Appli cant Date

Printed Name of Appli cant

Street Address

City, State and Zip Code

Social Secu rity Number

Home Phone Number
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FCRA-5

Consent to Obtain Investigative Consumer Report
[Must be signed before report is requested from Reporting Agency]

CONSENT TO OBTAIN INVES TI GA TIVE CONSUMER REPORT

I, the under signed, an appli cant for employ ment with [BOROUGH/TOWN SHIP], hereby acknowl edge
that I have received a sepa rate Notice inform ing me that the [BOROUGH/TOWN SHIP] may obtain an Inves ti -
ga tive Consumer Report ("the Report") about me for employ ment purposes, which set forth a descrip tion of:
(1) what is commonly included in the Report; (2) my right to request addi tional disclo sures concern ing the
Report; and (3) a summary of my rights under the Federal Fair Credit Reporting Act.  

I further acknowl edge that I have read and fully under stand the contents of the Notice provided to me, and 
I autho rize the [BOROUGH/TOWN SHIP] and give it my consent to order an Inves ti ga tive Consumer Report
about me from one or more consumer report ing agen cies.  I under stand that the [BOROUGH/TOWN SHIP]'s
anal y sis of any such report may affect its deci sion whether or not to offer employ ment to me and, if hired, the
[BOROUGH/TOWN SHIP]'s future deci sions concern ing my employ ment.  I consent to the
[BOROUGH/TOWN SHIP]’s use of such reports for these purposes.  Finally, should I become an employee of
[BOROUGH/TOWN SHIP], I autho rize the [BOROUGH/TOWN SHIP] to obtain Inves ti ga tive Consumer
Reports at any time during my term of employ ment.  I autho rize and consent to the [BOROUGH/TOWN -
SHIP]'s use of these Inves ti ga tive Consumer Reports as one factor upon which the [BOROUGH/TOWN SHIP]
relies when making future deci sions regard ing my employ ment with the [BOROUGH/TOWN SHIP].

Signa ture of Appli cant Date

Printed Name of Appli cant

Street Address

City, State and Zip Code

Social Secu rity Number

Home Phone Number
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FCRA-6

Certification
Consumer Reports

[Provided to Reporting Agency along with request for report]

[NAME and ADDRESS OF CONSUMER REPORTING AGENCY]

Re:  Fair Credit Reporting Act Certif i ca tion Require ment

Dear [INSERT APPRO PRI ATE CONTACT PERSON]:

Pursu ant to Section 604(b)(1) of the Federal Fair Credit Reporting Act (the “FCRA”), the under signed, on 
behalf of [BOROUGH/TOWN SHIP], hereby certi fies the follow ing regard ing the Consumer Report (the
“Report”) we are request ing about [INSERT APPLI CANT'S NAME] ("the Appli cant"):

1. The Report is being requested and will be used for employment purposes only;

2. Prior to this request, the Applicant was provided with a clear and conspicuous written disclosure,
consisting only of the disclosure, that the [BOROUGH/TOWNSHIP] could obtain the Report for
employment purposes;

3. The Applicant has provided the [BOROUGH/TOWNSHIP] with written authorization permitting it
to procure the Report (a copy of the authorization is attached hereto);

4. Prior to taking any adverse action on the Applicant’s application for employment, the
[BOROUGH/TOWNSHIP] will comply with Section 604(b)(3) of the FCRA and provide the
Applicant with: (1) a copy of the Report; and (2) a written description of his/her rights under the
FCRA, as prescribed by the Federal Trade Commission under Section 609(c)(3) of the statute; and

5. Any information contained in the Report will not be used in violation of any federal, state or local
equal employment opportunity laws or regulations.

Sincerely,

[INSERT NAME OF APPRO PRI ATE
BOROUGH/TOWN SHIP REPRE SEN TA TIVE]
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FCRA-7

Certification
Investigative Consumer Reports

[Provided to Reporting Agency along with request for report]

[NAME and ADDRESS OF CONSUMER REPORTING AGENCY]

Re: Fair Credit Reporting Act Certif i ca tion Require ment

Dear [INSERT APPRO PRI ATE CONTACT PERSON]:

Pursu ant to Section 606(a)(2) of the federal Fair Credit Reporting Act (the "FCRA"), the under signed, on
behalf of the [BOROUGH/TOWN SHIP], hereby certi fies the follow ing regard ing the Inves ti ga tive Consumer
Report ("the Report") we are request ing about [INSERT APPLI CANT'S NAME] ("the Appli cant"):

1. The Report is being requested and will be used only for employment purposes;

2. Pursuant to Section 606(a) of the FCRA, not later than three (3) days after this Request, the
Applicant will be given a written notice which: (a) clearly and accurately discloses to them that
the Report may be requested for employment purposes, the general areas of inquiry involved with
such a report; (b) includes a statement of their right to request the additional disclosures provided
for under Section 606(b) of the FCRA, and (c) encloses a copy of a written description of their
rights under the FCRA, as prescribed by the Federal Trade Commission under Section 609(c)(3)
of the statute;

3. The Applicant has provided the [BOROUGH/TOWNSHIP] with written authorization permitting
it to procure the Report (a copy of the authorization is attached hereto);

4. Within five (5) days of receiving the Applicant’s written request pursuant to Section 606(b) of the
FCRA, the [BOROUGH/TOWNSHIP] will make a complete and accurate disclosure of the nature
and scope of the investigation to the Applicant;

5. Prior to taking any adverse action on the Applicant’s application for employment, the
[BOROUGH/TOWNSHIP] will comply with Section 604(b)(3) of the FCRA and provide the
Applicant with:  (1) a copy of the Report; and (2) a written description of his/her rights under the
FCRA, as prescribed by the Federal Trade Commission under Section 609(c)(3) of the statute.

6. Any information contained in the Report will not be used in violation of any federal, state or local
equal employment opportunity laws or regulations.

Sincerely,

[INSERT NAME OF APPRO PRI ATE
BOROUGH/TOWN SHIP REPRE SEN TA TIVE]
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FCRA-8

Response To Applicant’s Request For Additional
Disclosures For Investigative Consumer Reports

[Must be provided within five (5) days of the request from the Applicant]

[NAME and ADDRESS OF APPLI CANT]

Re:  Request for Addi tional Disclo sures Under the Fair Credit Reporting Act

Dear [INSERT NAME OF APPLI CANT]:

This advises you that we are in receipt of your [INSERT DATE OF REQUEST] request for addi tional
disclo sures concern ing the Inves ti ga tive Consumer Report requested about you in connec tion with your recent
appli ca tion for employ ment with the [BOROUGH/TOWN SHIP].

The nature and scope of the inves ti ga tion the [BOROUGH/TOWN SHIP] has requested consisted of the
follow ing areas of inquiry:

[INSERT THE LIST OF THE VARI OUS TOPIC AREAS THE CONSUMER
REPORTING AGENCY WILL EXPLORE, ALONG WITH THE GENERAL
SOURCES OF INFOR MA TION IT RELIES UPON.]

Sincerely,

[INSERT NAME OF APPRO PRI ATE
BOROUGH/TOWN SHIP REPRE SEN TA TIVE]
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FCRA-9

Notice To Applicant
Potential Adverse Action

[To be provided before rejection of application]

[NAME and ADDRESS OF APPLI CANT]

Dear [INSERT NAME OF APPLI CANT]:

This advises you that the [BOROUGH/TOWN SHIP] is consid er ing your recent appli ca tion for employ -
ment.  In connec tion with this process, we are enclos ing:  (1) a copy of the [INSERT DATE OF REPORT]
[Consumer Report/Inves ti ga tive Consumer Report] prepared by [INSERT NAME OF CONSUMER
REPORTING AGENCY], and (2) a writ ten descrip tion of your rights under the federal Fair Credit Reporting
Act.

Sincerely,

[INSERT NAME OF APPRO PRI ATE
BOROUGH/TOWN SHIP REPRE SEN TA TIVE]
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FCRA-10

Notice To Applicant
Adverse Action

[To be provided after/with rejection of Application]

[NAME and ADDRESS OF APPLI CANT]

Re: Notice of Employ ment Deci sion

Dear [INSERT NAME OF APPLI CANT]:

Thank you for your inter est in employ ment with the [BOROUGH/TOWN SHIP].  Unfor tu nately, the
[BOROUGH/TOWN SHIP] is unable to offer you a posi tion at this time.  This deci sion was based at least in
part on infor ma tion contained in the [INSERT DATE OF REPORT] [Consumer Report/Inves ti ga tive
Consumer Report] obtained by the [BOROUGH/TOWN SHIP] during the hiring process.  A copy of this report 
was provided to you by letter dated [INSERT DATE OF PRIOR LETTER].

The consumer report ing agency who provided the [BOROUGH/TOWN SHIP] with this Report was:

[INSERT NAME, ADDRESS and TELE PHONE
NUMBER OF CONSUMER REPORTING AGENCY]

Please be advised that the consumer report ing agency iden ti fied above played no part in the
[BOROUGH/TOWN SHIP]'s deci sion not to offer you employ ment and, there fore, it is unable to provide you
with any infor ma tion or the specific reasons why the [BOROUGH/TOWN SHIP] made that deci sion.

Under Section 612 of the Federal Fair Credit Reporting Act, you have a right to obtain a free copy of your 
Report from the above consumer report ing agency if you request it no later than sixty (60) days after you
receive this notice.

Further more, if you find that any infor ma tion contained in the report is inac cu rate or incom plete, you
have the right to dispute the matter with the consumer report ing agency listed above.  Infor ma tion concern ing
such disputes and your rights under the Federal Fair Credit Reporting Act gener ally is set forth in the
"Summary of Your Rights Under the Fair Credit Reporting Act" which was sent to you with my [INSERT
DATE OF PRIOR LETTER] letter.

Sincerely,

[INSERT NAME OF APPRO PRI ATE
BOROUGH/TOWN SHIP REPRE SEN TA TIVE]
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