New Holland Police Department
Civil Service/Hiring Policy

3.1 Eligibility for Hiring 

In order to be eligible for participation in any hiring and examination procedure for any position with the Police Department, every applicant must submit a completed application form to the commission before the deadline stated by same Commission for that specific examination. The applicant must make an oath or affirmation that the application is completed truthfully, and the applicant is subject to the penalties of 18 Pa. Cons. Stat. §§ 4904 relating to unsworn falsification to authorities. The application shall be provided and approved the Commission. 
3.2 Discrimination

New Holland Borough is an equal opportunity employer. It is New Holland Borough’s and the Commission’s policy to grant equal employment opportunities to qualified persons without regard to race, religion, color, national origin, gender, age, genetic information, veteran’s status, marital status or non-job related physical or mental handicap or disability as long the person can perform the essential functions of the job with or without reasonable accommodation. New Holland Borough and the Commission will provide equal opportunities in employment and promotion.


3.3 Availability

When there is an open position and the Commission is accepting applications, the application forms shall be available to all interested persons in the office of the Municipal Secretary, and from such other offices and officers that the Commission, from time to time, may choose to designate.  Application forms may be mailed to an applicant upon written or telephone request.  However, the Commission assumes no responsibility for missed filing deadlines due to a delay in the mail.
3.4 Age Requirements

All applicants must have reached their twenty-first (21) birthday before the deadline for submitting completed applications.

3.5 General Qualifications for Patrol Officer
Applicants shall possess a diploma from an accredited high school or a graduate equivalency diploma.  In addition every applicant must be a United States citizen, be physically and mentally fit to perform the full duties of a police officer, be of good moral character and, prior to appointment, be Act 120 certified and possess a valid motor vehicle license issued by the Commonwealth of Pennsylvania. In the case of a foreign born applicant, evidence satisfactory to the Commission shall be produced showing the person to be a naturalized citizen. 
3.7 Disqualification or Rejection of Applicant
The Commission may refuse to examine, or, if examined, may refuse to certify as eligible after examination, any applicant who is found to lack any of the minimum qualifications for examination prescribed in these Rules and Regulations for the particular position for which the applicant has applied.  This includes but is not limited to any of the qualifications for promotional positions as set forth in Paragraph 3.6 above.  In addition, the Commission may refuse to examine, or if examined may refuse to certify, any applicant for reasons set forth in the applicable statutes.

Further, an applicant may be disqualified or rejected for one of the following criteria:

(a) Having been convicted of a crime for which the punishment can be one year or more imprisonment as defined in Title 18 of the Pennsylvania Crimes Code, as defined in the jurisdiction where the crime occurred or as defined in the Military Code of Conduct.


(b) Having been released from any military or civilian police department for actions or inactions which, though not committed while employed as a New Holland Borough police officer, could result in discipline if engaged in by a member of the New Holland Police Department.


(c) Having been released from any civilian police department during probation.


(d) Having a history of heavy gambling loss, failure to remain current in the payment of taxes, or poor credit.


(e) Failure to provide support for minor children.


(f) Evidence of fairly recent improper use of controlled substances as defined in schedules I through V of Section 202 of the Controlled Substances Act, 21 U.S.C.A. § 812, or other similar statutes.
3.8 Recording and Filing Applications

Applications for the positions in the Police Department shall be received at the New Holland Borough Building only after an examination has been properly advertised and before the deadline for receiving applications which must be set forth in the public advertisement.  The Commission may decline to accept applications if there are no open positions or vacancies to be filled.  Applications will be received by the municipal officer designated in the public advertisement or his or her designee.  That person shall record the receipt of all applications and provide each applicant with notice of the time and place for the first portion of the testing procedure, the written examination.  Any application containing material errors or omissions may, at the discretion of the Commission, be returned to the applicant for correction prior to the deadline for filing applications after which no new applications or amended applications will be accepted.  The Applicant shall pay the current fees for an application.


No application received after 12:00 noon on any day that is fourteen (14) calendar days prior to the date fixed for the written examination in the public announcement shall be considered for such application.


An application shall become invalid one (1) year after the date upon which it was received.

3.10 Penalty for False Statement

The statements made by the applicant in the official application shall contain no willful misstatement, falsification, omission or concealment of material fact.  Should investigation disclose any willful misstatement, falsification, omission or concealment with respect to an application:

(a) The application shall be invalid and the applicant shall be disqualified from examination;


(b) If the applicant shall have been examined, the name of such applicant shall be removed from the eligibility list;


(c) If the applicant shall have been appointed, such willful misstatement falsification omission or concealment shall constitute grounds for dismissal from the police department. Such willful misstatement, falsification, omission or concealment shall be grounds for dismissal no matter how long the time period between appointment and the discovery of the willful misstatement, falsification, omission or concealment.


Any applicant or other person who believes he or she is aggrieved as a result of the actions of the Commission referenced in this section may request a hearing before the Commission pursuant to Section 3.9. 


No person who shall make any application containing a willful misstatement, falsification, omission or concealment shall be permitted to make any future application for any position in the Police Department of the Borough.


3.11 Public Notice

The Commission shall conspicuously post in the New Holland Borough Building notice of the time and place of every examination, together with the information as to the type of position to be filled, the requirements for that position, where applications may be obtained, and the deadline for filing those applications. In addition, at least two weeks prior to the close of the application period, publication of the notice shall occur in at least one newspaper of general circulation or a newspaper circulating generally in New Holland Borough.  A model notice for posting and publication is attached as Appendix A-4 and incorporated into these Rules and Regulations.
SECTION 4.  EXAMINATION AND GRADING PROCEDURE


4.1 General Examination Requirements for the Position of Patrol Officer

An applicant for police officer in the New Holland Borough Police Department must successfully pass a physical fitness exam that meets the current standards and guidelines of MPOETC (currently the Cooper Standards) which determine the physical fitness for an applicant to be a certified police officer in Pennsylvania.  This test is graded on a pass/fail basis.  Candidates must pass each phase of the physical fitness testing to successfully pass the Physical Fitness Testing.  Only those candidates that first successfully pass the Physical Fitness Testing will be eligible to proceed to the next phase of hiring.  Applicants who have successfully passed such physical fitness exam within the past twelve (12) months will be considered to have met this requirement.


The examination for police officer will consist of a written and an oral examination which will be graded on a one hundred (100) point scale with the written examination representing thirty percent (30%) of the final score and the oral examination representing seventy percent (70%) of the final score.  Generally, an applicant must receive passing scores of seventy percent (70%) or higher in both the written and the oral examinations.  In addition, each applicant will undergo a background investigation.  An applicant to be placed on the eligibility list must pass both the written and oral examinations as well as the background investigation.  After an applicant has been extended a conditional offer of employment, final appointment shall be contingent upon the applicant passing medical and psychological examinations.  If it is necessary to hire more than one entry-level officer, each additional entry-level hire shall be awarded using the same process described above.  The medical and psychological tests and background investigation will be graded on a pass/fail basis for every applicant.


On each occasion where Borough Council seeks to fill an entry level police position the Commission shall certify the names of the three persons on the eligibility list who have received the highest average in the last preceding examination for each vacancy.  If there are not three candidates that successfully passed the testing phase, then the Commission will pass on the highest ranking candidates to Council.  Council shall select from names certified in accordance with applicable law, and unless Council makes objections to the commission regarding one of more persons certified for reasons as set forth in Section 3.


After an applicant has been extended an offer to the position, the final appointment to the position shall be contingent upon the applicant passing a medical evaluation (including a drug screen test), polygraph examination (if required by the Civil Service Commission or Chief of Police) and psychological examination.

When the Commission has written notice from an applicant who has passed the written and oral examinations that he/she does not wish to be further considered for Borough employment (or, where the Commission has similarly strong proof that such an applicant is no longer available), the Commission may remove the applicant’s name from the eligibility list.


4.5 Written Examinations for the Position of Patrol Officer

The written examination shall be graded on a one hundred (100) point scale.  Within thirty (30) days after the administration of the written examination, all applicants shall be given written notice of their test results and the five (5) highest scoring passing applicants who received a passing score of seventy percent (70%) or high shall be scheduled for an oral examination appointment.  In order to be considered a “passing applicant,” the applicant must receive an overall grade of seventy percent (70%) or higher.


4.7 Oral Examination for the Position of Patrol Officer

The five (5) highest scoring applicants in the written examination shall be given an oral examination which will be graded on a one hundred (100) point scale.  The oral examination shall involve questioning the applicant on how he or she would handle situations relevant to police work.  Within thirty (30) days after the applicant’s oral examination, the applicant shall be informed of his or her score in the oral examination and total overall score, and a passing applicant shall be informed of the dates of further testing.  In order to be considered a “passing applicant,” the applicant must receive an overall grade of seventy percent (70%) or higher.

4.9 Background Investigation

The Commission may request the Chief of Police or his or her designee to conduct a background investigation on each applicant, or the Commission may contract with an independent person to conduct a background investigation on each of the top three applicants for vacant patrol officer positions.  The number of applicants subject to the background check may be increased if Borough Council has expressed an interest in hiring more than one officer.  The application will provide the basis for the background investigation.  The authorization to release information portion of the application form must have been completed by the applicant if the applicant is to continue in the selection process.  The background investigation may include interviews with the applicant’s family, acquaintances, current and former employers, current and former neighbors, references and current and former teachers and school officials.  In addition, the applicant’s credit history and record of criminal convictions should be investigated.  The applicant may be interviewed directly when the information collected during the background investigation requires clarification or explanation.  The background check should comply with the guidelines established by the MPOETC.


Each applicant shall be fingerprinted and the finger print cards shall be distributed to the Federal Bureau of Investigation, the Pennsylvania State Police, and the New Holland Police Department.


After the background investigation is completed, the Chief or his or her designee or independent investigator shall make a written recommendation to the Commission on whether the applicant is appropriate for consideration for appointment as a police officer.  Appropriateness of the applicant shall be based on all of the criteria set forth in these Rules and Regulations.  This recommendation shall be in writing and if the recommendation is to disqualify, then a detailed written explanation of the reasons for disqualification must be included.  The Commission shall make the final determination on whether the information collected during the background investigation warrants rejection of the candidate.

Within thirty (30) days after the Commission considers the recommendation of the Chief of Police or his or her designee or independent investigator, the applicant will be informed of whether he or she has passed the background investigation.  A model letter informing an applicant that a background investigation has been successfully completed is attached as Appendix A-8 and a model letter informing an applicant that he or she has failed the background investigation is attached as Exhibit A-9, and both are incorporated into these Rules and Regulations.


Any applicant or other person who believes he or she is aggrieved as a result of the actions of the Commission referenced in this section may request a hearing before the Commission pursuant to Section 3.9.

4.10 Ineligibility for Future Examinations for Six Months

If an applicant fails to obtain a passing grade in any examination, he or she shall not be eligible for a subsequent examination for any position in the Police Department of the municipality for a period of six (6) months.


4.11 Administering Examinations

Examinations shall be competitive tests obtained from validated testing sources.  Examinations may be administered by an outside agency, such as the Community and Economic Development Department, Harrisburg Area Community College, or any other similar entity with the capability of administering a validated promotional examination.  The oral examination and the evaluation of the service or performance record of any applicant shall be the responsibility of the commission; provided, however, that the Commission may designate, from time to time, such persons qualified in oral examining procedures and techniques, or qualified to evaluate performance or service records, as are considered necessary to assist in such examinations and evaluations.

4.13 Penalty for Improper Conduct

Should any applicant be found guilty of any act tending to defeat the proper conduct or the result of any examination, his or her name shall be removed from the eligibility list resulting from the examination and the applicant shall not be permitted to make future applications for any position in the Police Department.


Any applicant or other person who believes he or she is aggrieved as a result of the actions of the Commission referenced in this section may request a hearing before the Commission pursuant to Section 3.9.


4.14 Veterans’ Preference Points

Pursuant to the Veteran’s Preference Act, any applicant for the position of patrol officer who qualifies as a “soldier” under this Act, shall receive an additional ten (10) points on top of their total score if that applicant had received passing scores on all of the other tests and examinations.  Applicants claiming veterans’ preference shall submit additional satisfactory proof of active service and honorable discharge whenever the Commission shall so demand.  The commission shall comply with the requirements of the Veteran’s Preference Act.  Veteran’s Preference Points do not apply to the promotional process.


4.15 Preference Points for Part-time Patrol Officers

Any applicant for the position of patrol officer, and who has been a part-time police officer with the Borough of New Holland for six (6) months prior to the examination date, shall receive an additional ten (10) points on top of his or her total score if that applicant received passing scores under all of the other tests and examinations.

