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I. PURPOSE

The purpose of this policy is to establish the East Hempfield Township Police Department’s selection and hiring process for the department employees who are expected to deliver critical services to the citizens they serve.  
II. POLICY
It is the policy of the East Hempfield Township Police Department to ensure that the department has an efficient, effective and fair selection process that results in the appointment of those individuals who best possess the skills and knowledge necessary for an effective police agency.  
1.5.1- LAW ENFORCEMENT OFFICERS

III. APPLICATIONS 
A. In order to be eligible for participation in any examination for a position with the department, every applicant must submit a completed application form to the department before the deadline stated by the Chief of Police 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 Title 18 PA Consolidated Statutes Section 4904 relating to unsworn falsifications to authorities.

B. The Township and the Department are equal opportunity employers.  It is the Township and the Department’s policy to grant equal employment opportunities to qualified persons without regard to race, religion, color, national origin, gender, age, veteran’s status, marital status, non-job-related physical or mental handicap or disability, genetic information, or other legally protected categories.  The Township and the Department will provide equal opportunities in employment.
C. Application forms shall be available to all interested persons at the Department office, and from such other offices that the Department, from time to time, may choose to designate.  Application forms may be mailed or emailed upon written or telephone request.  However, the department assumes no responsibility for missed filing deadlines due to a delay or loss in the mail, or miscommunicated email addresses.

IV. GENERAL QUALIFICATIONS 





A. Every applicant for a position in the Department shall possess a diploma from an accredited high school or a graduate equivalency diploma (GED). In addition, every applicant must be a United States citizen, be physically and mentally fit to perform the full duties of an Officer as specified in the Essential Job Functions document that is disseminated with a “Preliminary Application for Employment” form and, prior to employment, possess a valid motor vehicle operator’s license issued by the Commonwealth of Pennsylvania.

B. Rejection of Applicant:  The Chief of Police 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 the position for which the applicant has applied, including if the applicant, for any reason, is unable or found not qualified to obtain Act 120 MPOETC certification.  In addition, the Chief may refuse to examine, or if examined, may refuse to hire any applicant who is physically or mentally unfit to perform the full duties of the position. The Chief may also refuse to hire any applicant who, through the course of a background investigation, is deemed to have questionable character, judgment, or integrity. This includes but is not limited to any applicant that is deemed to have provided false data or information, misrepresented facts, or omitted facts; or uses or used illegal drugs; engaged in unlawful or reckless alcohol- related behavior; or was involved in any crime that would interfere with Act 120 MPOETC certification; or who engaged in infamous or notoriously disgraceful conduct; or had been dismissed from public service from delinquency or misconduct in office; or is lacking basic financial responsibility; or who is affiliated with any criminal group or organization;  or has a documented history of irresponsible or unlawful motor vehicle driving;  or possesses tattoos that depict sexual acts, or racist, or sexist words or illustrations, or tattoos that depict symbols used by hate groups or criminal gangs, or any full sleeve tattoos that fail to conform with current Department policy;  or has a documented history of questionable work history or work habits, or who has disclosed conduct that, if detected, could have been prosecuted; or has been involved in conduct involving violence, uncontrolled emotion, or the apparent inability to control one’s actions.  

C. Applications for positions in the Police Department shall be received by the department only after a hiring test has been properly advertised and before the deadline for receiving applications which must be set forth in the public advertisement.  Receipt of applications shall be recorded and applicants shall be provided with notice of the time and place for the first portion of the testing procedure.  Any application containing material errors or omissions may, at the discretion of the Chief of Police, be rejected or returned to the applicant for correction prior to the deadline for filing applications after which no new applications or amended applications will be accepted.

D. The Department shall conspicuously post in the public area of the department, the Township website, and/or such other locations as the Chief of Police may designate, an announcement of the hiring testing and set forth the time and place of every examination, together with the type of position to be filled, the requirements for that position, where applications may be obtained, and the deadline for filing those applications. Dates for return will be provided on the application.

E. A Confidential Questionnaire must be completed by the applicant and submitted along with the employment application. 

V. EXAMINATION AND GRADING PROCEDURE 

A. The examination for police officer will consist of a written examination and a physical test of the applicant’s fitness for duty as a police officer.  The written examination and physical test will be validated to the officer position. Upon successful completion of the written examination and physical test an applicant may be invited to participate in at least one oral interview.

B. An independent testing contractor as selected by the Chief of Police may conduct the written examination and physical testing for Patrol Officer if the Department elects not to administer the tests.  The administration, scoring and   timely submission of test results to the Chief of Police shall be the responsibility of the contracted testing vendor, if employed.  An application and/or testing fee may be assessed to each applicant present for the admission of the written examination and physical test.  This payment, due in full and in a manner prescribed by the Chief of Police, must be made prior to any applicant being permitted to participate in the written examination and physical test.

C. Applicants who have top written test scores and have passed the physical test will be invited to a preliminary oral interview.  The interview will be before any persons as determined by the Chief of Police.  Applicants scoring less than 75% on the oral interview will be disqualified from further consideration. 
D. Oral interview scores will account for 60% of the applicant’s final score; and the applicant’s written examination score will account for 40% of the final score. The scores obtained in the written examination and the oral interview will be added together to produce a final score which will be used to give the applicants a preliminary ranking.

E. Based on the number of positions to be filled, the Chief of Police will establish cut off limits as to the number of candidates chosen to progress from the testing phase to the oral interview(s).  This decision will be made before any preliminary ranking is done.

F. Upon completion of the preliminary interview, at least three candidates will be selected to continue through the background investigation process depending on the number of positions available. The initial step of the background investigation may consist of a pre-offer polygraph, limited to questions related to the truthfulness of answers provided during the oral interview, and excluding any questions related to medical issues. 
G.  If during the preliminary oral interview or the background investigation, applicants are rejected, additional applicants who passed the written test and physical test may be invited to a preliminary oral interview.  Additional applicants will be added based on their written test scores.
H. In the event that the Chief of Police feels that a current list of candidates derived from the written examination and a physical test of the applicant’s fitness for duty as a police officer has been exhausted, the Chief of Police may request that the Township Board of Supervisors vacate the list. In that case, the Chief of Police may do one of the following:

1. Defer hiring until a new written examination and a physical test of the applicant’s fitness for duty as a police officer is conducted and an eligibility list is developed as specified in section V. A through G or.

2. Advertise an intent to hire candidates who possess, at a minimum, current Pennsylvania Act 120 certification. Once applications are received, the Chief of Police will determine the number of candidates chosen to advance to the oral interview(s).  This decision will be made based upon a review of the application and confidential questionnaires submitted by applicants. Preference may be given to those applicants with prior law enforcement experience.  Candidates will then be ranked based on their oral interview score. The remainder of the process is to be consistent with this policy.  
VI. BACKGROUND INVESTIGATION 





A. Background investigations will be conducted on applicants selected by the Chief of Police who have passed the written examination, physical test, and oral interview.  If, during the background investigation an applicant is rejected, another applicant may be selected for a background investigation at the discretion of the Chief of Police.
B. The background investigation will include at a minimum, verification of qualifying credentials, a review of any criminal or non-criminal record, a certified credit history and verification of at least three personal references.  The investigation may also include interviews with the applicant’s family, acquaintances, current and former spouses, roommates, or significant others, current and former employers, current and former neighbors, etc.  The applicant may be interviewed directly when the information collected during the background investigation requires clarification or explanation.

C. The background investigations will be conducted by members of the East Hempfield Township Police Department as assigned by the Chief of Police.  After the background investigation is completed, the investigator shall make a written recommendation to the Chief of Police whether the applicant is appropriate for consideration for appointment as a police officer.  The Chief of Police shall make the final determination on whether the information collected warrants rejection of the candidate. This decision is based on discussion with the background investigator and Lieutenants. If rejected, the Support Services Lieutenant will notify the candidate in writing, following any requirements under the Fair Credit Reporting Act, 15 U.S.C. § 1681, et seq., the Pennsylvania Criminal Conviction Law, 18 P.S. § 9125, and/or any other legal requirements, to the extend required in a particular situation.

VII. APPOINTMENT 
A. The Board of Supervisors may authorize the filling of any vacancy in an existing position in the police department that occurs as a result of expansion of the police force, retirement, resignation, disability or death, by the reappointment or reinstatement of a former employee of the police department who had been furloughed. Except for medical and psychological examinations, no other testing shall be required for a furloughed employee or a rehired or reappointed employee, subject to any recertification requirements prescribed by the Municipal Police Officers’ Education and Training Commission.
B. If no furlough list exists or if positions remain to be filled after all of the officers on the furlough list were offered reemployment, every position, except that of chief of police, shall be filled only in the following manner:


(1) The Chief of Police shall select the top three (3) names from the 

list of 
eligible candidates based on final ranking in the selection 


process;


(2) If three (3) names are not available due to rejection or 



elimination during the process, then the Chief of Police shall select 

the name(s) remaining on the final list;


(3) The Chief of Police shall make an appointment from any one of 

those top-ranking applicants with reference to the merits and 


fitness 
of the candidates. However, when one of the top three 


ranking applicants on that final list is an honorably discharged 


veteran, that applicant shall be selected. Additionally, if any of the 


three is MPOETC Act 120 certified, s/he may be selected after any 

honorably discharged 
veteran ranked in the top three.  
C. The Township Manager shall make a conditional offer of employment based upon the recommendation of the Chief of Police and reference to the merits and fitness of the candidate.

D.
All newly hired municipal police officers, as defined by the Municipal Police Officers’ Education and Training Act as amended, 53 Pa.  C.S.A. 2161-2167 shall comply with all requirements of the Pennsylvania Municipal Police Officers’ Education and Training Commission, including physical fitness standards and educational prerequisites to employment. Officers must be certified by the M.P.O.E.T.C. as having satisfactorily completed basic educational and training requirements prior to performing the duties of a police officer. 
VIII. PHYSICAL, PSYCHOLOGICAL, DRUG AND ALCOHOL SCREENING,

     AND POLYGRAPH TESTING 





A. After the Township Manager selects a candidate, the candidate shall submit to the following tests prior to appointment to a sworn position:
1. Medical examination performed by a licensed physician and a drug and alcohol screening, to certify the general health of the candidate, and to ensure that the candidate is not taking any drugs that would interfere with his or her ability to be a police officer with appropriate Act 120 MPOETC certification.
2. A psychological fitness and emotional stability examination conducted by a licensed psychologist to certify the mental health and emotional stability of the candidate.
3. A polygraph examination will then be conducted by a certified polygraph operator to determine the candidate’s fitness for the position.
4. If the candidate successfully passes the medical, drug and alcohol screening, psychological, and polygraph examinations, then that candidate shall be appointed to the vacant position in the police department for which the application was submitted. Failure to pass each of the examinations shall result in the candidate being rejected from consideration. 

5. 
Medical and psychological examinations are subject to the 
requirements of the Genetic Information Nondiscrimination Act of 
2008.  Therefore, when any candidate or employee undergoes such 
testing, the following will be communicated in writing to the health 
care practitioner providing the test:

“The Genetic Information Nondiscrimination Act of 2008 (GINA) prohibits employers and other entities covered by GINA Title II from requesting or requiring genetic information of an individual or family member of an individual, except as specifically allowed by this law.  To comply with this law, we are asking that you not provide any genetic information when responding to this request for medical information.  ‘Genetic Information’ as defined by GINA, includes an individual’s family medical history, the results of an individual’s or family member’s genetic tests, the fact that an individual or an individual’s family member sought or received genetic services, and genetic information of a fetus carried by an individual or an individual’s family member or an embryo lawfully held by an individual or family member receiving assistive reproductive services.”

IX.  
PROBATION

A. Newly hired full time police officers shall serve a period of probation 

expiring one year from the date of hire.
B.
During the probationary period, a police officer may be dismissed at will by 
the Township Board of Supervisors.  The probation period may be extended 
by mutual agreement of the Township and the probationary officer.  
However, at the end of the probationary period, if the conduct of the 
probationary officer has not been satisfactory to the Township, the 
probationary officer shall be notified in writing that the appointment shall 
not be permanent.  At that time, an officer’s employment shall end.  The 
probationary officer has no rights of appeal under this policy.  Any 
probationary officer, who is not informed in writing that their performance 
has been unsatisfactory, shall receive a permanent appointment.

X.
SUPERVISORY RESPONSIBILITY

It shall be the responsibility of all supervisory personnel to ensure that officers under their command comply with this order.
1.5.5
TRAINING FOR NON-SWORN PERSONNEL

XL.
APPLICATION AND HIRING OF NON-SWORN PERSONNEL

1. The selection and hiring process of non-sworn personnel is conducted in coordination with the Township Human Resources representative.   
2. In addition to the regular hiring process for Township non-sworn employees, non-sworn police department employees must undergo a background screening/investigation that includes drug and alcohol screening, and polygraph testing by a certified polygraph operator to determine the candidate’s fitness for the position.
3. The final candidate will be selected by the Chief of Police in collaboration with the Township manager and Human Resources representative. 

4. All non-sworn personnel shall, upon hire, receive training appropriate for their duties or anticipated duties. 

XI.  
DISTRIBUTION

All Police Officers

XII. 
RESPONSIBILITY

It is the responsibility of all police personnel to become familiar with this policy and to adhere to its procedures.

XIII.
REVIEW:

This policy shall be reviewed periodically and amended as needed.

XIV.
AMENDED: 


 25 March 2019,  1 Sept 2020 (Pleac) 
XV.
EFFECTIVE DATE:

This Order effective:         31 Jan 2022.


BY ORDER OF: 
      Stephen A. Skiles






_______________________________
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