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0 Post Of fice Bel271527 O0Covi
Telephone (770)38® 00 06 F&0660 ( 77 0) 385

Dear Applicant,

Thank you for your interest in a position with the City of Covington. We are extremely proud of
public safety agencies! All theaatarationally accredited agencies (Police Department since 1985,
Fire Bpartment since 2003 and 911 Center since 2006). All applicants for any position with any of the
agencies are required to successfully complete an intensive backgrbond iriedimzklet
contains numerous release forms and questionnaires, which must be properly completed so the
background investigation can begin. Instructions are clear. You must be completely truthful in all youl
answers. If it is determined thaiayeween untruthful in your answers, other than minor omissions, you
will be disqualified from continuing in the prbeessection process takg up to three (3) months
from the date of application.

The employment prodessne consuming agguires many hours of background investigation.
If you fail to complete the required forms and/or fail to supply the proper documents such as birth
certificate, diplomas, etc., you will be removed from the process. Therefore, in order tamfive every apg
the best opportunity for employment, the background investiamiramlimastigation an
applicant until all forms and documents are returkeohtarti®esourdespartment. If you do not
understand something, please ask the batkgrestigator the Human Resources Depaftment
clarification. Good luck!

Sincerely,

Steve Horton

Steve Horton
City Manager
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Instructions
(Read carefully before proceeding)

These instructions are provided as a guide to assist you in ptepedyyoaBgrkgrounBooklet. It is
essential that the information be accurate in all respects. It will be used as the basis for a background investi
that will determine your eligibility for employment.

=

Make sure your booklitgily prinéd in ink or tyyee

2. Answer all questions to the best of your ability. If a question is not applicab/Ainyihe, enter
spacegrovided

3. Read all section directions carefutlgfore making any entries on the form. Be sure your
information is cottrand in theroper sequence

4. You are responsibfer obtaining accuradatact information (addresses and/or phone numbers). If
you are not sure of an address or phone number, check it by personal verification. Your local libr
may have a directseyvice or copies of local phone directories.

5. An accurate, thorough, and complete form will help expedite your iDeébtgattmmissions
or falsifications willesult in disqualification.

6. If there is insufficient space on the formddngludé all information reqaitadh extra she&ts
the booklet. Reference the relevant section and question number before continuing your answer.

7. As you complete the questionnaire, if you are uncertain about how to answer a particular questi
answer the question to the best of your ability and attach a statement regarding the question(s) and
problems you may haad in answering the quesjion(

8. Take the necessary time to be accurate and truifdguiot be afraid to answer questiomsaghat
involve criminal sanctions, such as smoking marijuana, as no criminal charge can be filed from t
guestionnaire. In addition, your answers to this questionnaire will not necessarily disqualify you fr
the position you seek.

9. The confidentiality ofbackground informatiois strict and can be shared with only the top
administrators of theblic safetygancy you are applyin@tavington Police Department, Covington
Fire DepartmentG@ovington Newton Courfijl-1 Communications Center

10. If you havany questisnegarding the questionnaire or the background investigation, please contact
theHuman Resourdespartmeiat (770) 385025.

11. Complete background investigations are kept in a locked cabinet and/or secure facility to enst
confidentiality.

12. Youmust submita three (3) yeard r i vhestory svhen you submit your application and
backgrounbooklet. If tlier i Wistory & si0t turned in at the time of application, your application will
be disqualified.

13. Return thiBackgroundooklet irpersonto City of Covington, City Hall along with your application
during regular business hours (8 BN®*M, MF) or via US Mail to City of Covirdjioman
ResourceBepartment 218#hory StreBlWCovington, GA 30014.

14. Do not fax or email yooaickgraundbooklet
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City of Covington
Public Safety
AUTHORIZATION RELEASHNFORMATION

Applicant Name:

(first middlelas}
Applicant Date of Birth: Applicant ldefier:
(month/dayl/year) (Social Security Number)

l, , hereby authorize the review and full disclosure of all
records and information concerning myself, mtyLmhungal records, whether said records are public, private, or
confidential in nature. This authorigakpticitly granteduy duly authorized agent béCovington Police
Departmenthe Covington Fire Department and/or Covirdgttmwton Caaty 91-1 Communications Center
including authorized contract agents working for these agencies.

The intent of this authorization is to give my consent for full and complete disclosure of the records of
educationaistitutions; employment andrmpptognentecordsincluding background reaffisiencyatings,
performance evaluations, complaints or grievances filed by or against me, and salary records; records of compl
arrest, trial, and/or convictions for alleged or actual violatimiadihgparjminal, civil, and/or traffic records; and/or
records of complaints of a civil nature made by or against me, wherever located.

Additionally, I also authorize and consent to a complete and full disclosure of Internal Affairs records (or
inernal disciplinary records regardless of their title) including, but not limited to, Internal Affairs cemglaints, inve:
findings, records of disciplinary action, and disciplinary hearings. | hereby authorize the full and complete disclc
these records whether they are unsealed, sealed, purged, or otherwise confidential due to previous agreements
meand the entity holding the records.

| reiterate and emphasize that the inkesauthorization is to profutleand free access the
background and history of my personalfliiethe specific purpose of pursuing a backgestigghtion, which
may provide pertinent éatéheCovington Police Departn@avington Fire Department, adovargton Newton
County9-1 Commications Center to considdetermining my suitability for employment by that agency. Itis my
specific intent to provide acog@ssgonal information, including all pefiéesared documents and the sources of
information specifically idettidiesin

| understand that any information obtained by a personal history background investigation which is deve
directly or indirectly, in whole or in part, upon this release authorization will be considered intaletéyniiming my su
employent | understand that all matanalslocumenigrtaining to this background investigation become the
property dthe City of Covingtand will not be returned to me.

| agree to indemnify and hold harmless the person to whom this regadsirisl fviessgents and
empl oyees, from and against all <c¢laims, damages,
of or by reason of complying with this request. | further understand that in the event oflisy prpladition is
sources of confidential information cannot be revealed to me.

A photocopy of this release form will be valid as ameogigieakn though the photocopy does not contain
an original writing ofsigyature

Applicant Signature Date:
Must be signed in the presence of a Notary:

Subscribed and sworn before me this

day of 20
My commigm expires 20
Notary:
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Part 10 Applicant Iderfication

City of Covington
Public Safety
Personal History Statement

1. Full Name
First Middle
2. Other Names Use Dates when thes
_ a) names were
(E.g. maidemame, used:
married name (s), b)
changefor adoption c 0)
gmfr]r Iggz:]name (eg. From 1989 t
o8 eug o’nymy alias, gt d) 1994; from 1997
’ ' present)
3. Nicknames Used
a) d)
(eg. Robert, Rob, Bo
Bobby, Bubba, Slick, P) e)
etc.
) c) f)
4. Height 6. Eye Color
5. Weight 7. Hair Color
8.  Describe any Location or
Scars, Marks « a) Body

Tattoos:
b)

c)

9. Date of Birth

12. City of Birth

Manth/yX ear
10. Social Security #

13. State of Birth

14 County of Birth

11 State SSN Issue

Background Booklet
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Part 18 Applicant IdentificatioBontinued

15. Are you a Citizen of the United States?es [ ] No
16. AreYou: [ ] Natural Born (Provide a copy of your Birth Certificate)

[ ] Naturalized (Provide original Naturalization Papers Resident

(] Alien Rrovide Alien Registration Card)

Part 18 Marital/Family Data

1. Marital Status [ ] Single [] Married [ ] Divorced [] Separated

If married, what is the full name of your spouse (Include maiden name)?

First Middle Last

3. If married, are you living with your spdusge®es [ ] No
If no, please explain:

4. List the following information about your current and former spouses:
Name of Address of Date of Location of | Date of Location of
Spouse Spaise Marriag€ Marriage Divorce Divorce

Part ll 8 Contact InformatiofiPhone)

1. List the phone numbers a) Home Phone

where you can be react
b) Cell Phone

C) WorkPhone*

(Area Code) Pho *|s it okay to contact you at this nu
Numbel [ ] Yes [] No

d) Other Phone
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Part 11D Contact InformatioBontinued

2. In Case of Emergency?

Name PhonéNumber | Address Rdationship

a)

b)

Pat IVA Residences Beginning with your current adistal,addresses where you have lived during the past
10yearsand the dates you lived thegeAeg 2088n 2005). Attach extra pages if necessary

1. Curren Address

From: Street (Apt #) City State  Zip

To:
PriorAddresges)
2. From:

To: Street (Apt #) City State  Zip
3. From:

To: Street (Apt #) City State  Zip
4. From:

To: Street (Apt #) City State  Zip
5. From:

To: Street (Apt #) City State  Zip
6. From:

To: Street (Apt #) City State  Zip
7. From:

To: Street (Apt #) City State  Zip
8. From:

To: Street (Apt #) City State  Zip
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PartV 0 Educational History

1. Did you receive a) High School Diplom [ ] No b)

a) High School(s) Attend

[ ] Yes [ ] Yes
GED Certification [_] No

c) City/State

b) Dates Attended d) Graduated? [ ] Yes[] No
University/Collegelist all colleges and/or universities you attended.

2. University or 3. University or

College attende College attende

City/State: City/State:

Degree receive: Units Degree receivec Units

(eg. AA, BS, completed (eg. AA, BS, completed:
MBA) MBA)

Major/Minor: Major/Minor:

Dates Attended Dates Attended:

University/CollegeList all colleges and/or universities you attended.

4. University or 5. University or

College atteled College attende

City/State: City/State:

Degree receivel Units Degree receivec Units

(eg. AA, BS, completed (eg. AA, BS, completed:
MBA) MBA)

Major/Minor:

Dates Attended

Major/Minor:

Dates Attended:

Other SchoolsList other schools atter(tiadle, vocational, business, etc.) including any pertinent.inform

5. Name of
School

City/State:

Certificates: Licenses:

Course of Study

Dates Attended

6. Name of
School

City/State:

Certificates: Licenses:

Course of Study

Dates Attended:
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Special Qualifications & Skills

8. List any special licenses or permits you hold, such as pilot license, radio operator, scuba, etc., sh
authority, onigil date of issue and date of expiration:

9. List any special certifications you hold, such as CPRddestlaidshowing certifying agency and stat
original date of issue and dateicdteqm

10. List any specialized machinery, equipment, or technology that you are qualified to operate:

11. Foreign Languagégou are fluent in a foreign language, indicagrgewfdluency (excellent, good, f

Language (Indicate Speaking Understanding Reading Writing
fluency)

a)

b)

c)

Part Vo Military Service

1. Have you ever attempted to enlist in any branch of theebiitatk8tBorces?  (Including Reserves,
Guard and/or Coast Gudrd)Yes [ ] No
I f fiyes, 0 please explain:

2. Have you ever served in any branch of a Foreign[Milvay? [_] No
| f Ayes, 0 please _expl ain:

3. Have you ever been involved in a subversive act agains$tied)Biteedrnment, or any other governn
such as mutiny, treason, sabotage, espionagg.lexe® [ | No
I f Ayes, 0 please explain:
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Part VYo Military Servic€ontinued

4. Have you ever served irattyebranch of the United States Armed Forc&&® [ ] No

Branch of Service

I f Ayes, 0 please supply the fo

Service ID Number:

Dates of Service:
(From)

(To)

Type of Discharge

Military Job Descriptic

Highest Rank Hel

Military Oopation
Specialty (MOS)

If Applicable

Past commanding officers or military acquaintances can be sources of relevant information about your backgroi

List the individuals from your military career who know you well enough to prduitdeatiocuadiauit you.

5. Name

6. Name

Contact Phone

Contact Phone:

Address:

Address:

City, State, Zif

City, State, Zip

Years Known:

Years Known:

(eg. 1987 to
1999)

(eg. 1987 to 1999)

7. Have you served iradditioral branch of the United States Armed Forde¥@s [ ] No

Branch of Service

I f fAyes, 0 please supply the fol

Service ID Number:

Dates of Service
(From)

(To)

Type of Discharge

Military Job Descriptic

Highest Rank Hel

Military Occupation
Specialty (MOS)

If Applicable

Past commanding officers or military acquaintances can be sources of relevant information about your backgroi
List the individuals from yditamy career who know you well enough to provide accurate information about you.

8. Name

9. Name

Contact Phone

Contact Phone

Address:

Address:

City, State, Zip

City, State, Zig

Years Known:

Years Known:

(eg. 1987 to
1999)

(eg. 1987 to
1999)

Background Booklet
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Part Y& Military Service Continued

10. If you left the military service &mtigrLevel Separatioplease describe the circumstances in detail:

11. Have you evkeen the subject of a court martial, tried on charges, or the subject of an Article 15,
punishment ANY OTHER disciplinary action while a member of the Armed F¥essP | No

I f Ayes, 0 pl ease sndexplhiyonthédfenset)in detadiomtige backof tk

Type of
Disciphary Branch of Service Date of Actio Disposition of Action
Action

12.| List all perids of active military senaogthing over thirty (30):days

Date From Date To | Duty station: Name of statidrCég closes

Month/Yea Month/Yed to duty station Rank Held
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Part VI6 Personal Referencedist five persons who know you well enough to provide current information about y
DO NOT list relaes or former employers.

1. Name Home Phone:
Address Cell Phone
City, State When and how did you meet
Zip person?
2. Name Home Phone:
Address Cell Phone
City, State When and how did you meet
Zip person?
3. Name Home Rone:
Address Cell Phone
City, State When and how did you meet
Zip person?
4, Name Home Phone:
Address Cell Phone
City, State When and how did you meet
Zip person?
5. Name Home Phone:
Address Cell Phone
City, Stat, When and how did you meet
Zip person?

Part VIId Work History

Beginning with your current/most recksit iilemploymensince age 16Include patime, temporary, and

seasonal job$nclude all periods of unemploymehttach extraages..

1. CurrentMost Recent Employer/Company Name:

Job

From: Job Title (& Duties):

To:

Address you work(ed)

Phone

Number:

Note: Include address, city
and state

Supervisor Nam
(First and Last Nan

Reason
for

Coworker Nam
(First and Last Nan

Leaving

Background Booklet
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Part VII6 Work Historngontinued

Previous Job(s)

2. From: Employer/Company Name:
To: Job Title (& Duties):
Address yowork(ed) a Phone
Number:
Note: Include address, city
and state
Supervisor Nam Reason
(First and Last Ngn for
Coworker Nam Leaving
(First and Laslame)
3. From: Employer/Company Name:
To: Job Title (& Duties):
Address you work(ed) Phone
Number:
Note: Include address, city
and state
Supervisor Nam Reason
(First and Last Nan for
Coworker Narn Leaving
(First and Last Nan
4. From: Employer/Company Name:
To: Job Title (& Duties):
Address you work(ed) Phone
Number:
Note: Include address, city
and stte
Supervisor Nam Reason
(First and Last Nan for
Coworker Nam Leaving

(First and Last Nan

Background Booklet
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Part VIId Work HistornContinue

5. From: Employer/Company Name:
To: Job Title (& Duties):
Address you work(ed) Phone
Number:
Note: Include address, city
and state
Supervisor Nam Reason
(First and Last Nan for
Coworker Nam Leaving
(First and Last Nan
6. From: Employer/Company Name:
To: Job Title (& Duties):
Address you work(ed) Phone
Number:
Note: Include address, city
and state
Supervisor Nam Reason
(First and Last Nan for
Coworker Nam Leaving
(First and Last Nan

(Attach extra copies of this page if netegsamde a complete work history)

Please answer the following questions relating to your work history.

7. Have you ever been terminated, forced to resign or otherwise épashtethbly @ previous employer

[ ] Yes [] No

If yes, lpase explain

8. Have you ever been reprimanded by a supervisor for misconduct or for not doing your job prop

[ ] Yes [] No

If yes, lpase explain:

Background Booklet Page 15 of 39 Created: April 30, 2008



9. Have you ever been reprimanded for being late of ab¥ast? [ | No
If yes, lease explain:

10. Have you ever been disddina supervisor (including verbal or written reprimands, suspension

[ ] Yes [] No

If yes, lpase explain:

11. Have you ever left a job without giving a two weekd nbotve=? [ | No
If yes, please explain:

12.Have you ever been engaged in any business as an owner, partner, or corpgrat’ esenibeio
If yes, please explain:

13. Have yaver taken anything of value, goods, or services from an employer without their permi

[ ] Yes [] No

If yes, please explain:

14. Have you ever taken any cash money from an eniploye® [ ] No
If yes, please explain:
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Part VII®6 Work History Continued

15. Figure out a dollar amount of how much you have taken from all employers combined during
and circle the amount below timatscdosest to the total dollars in merchandise, goods, or services y(
taken. This may include, but is not limited to paper, pens, clips, etc.

$0 $10 $25 $50 $70 $100 $200 $500 $750 $1000 $2500 $5000
Other Amount:

Please explaaimyamounts

If more room is needed continue on the back of this page.

16. In the last fiwmars, have you submitted an application for employment with any other public sai
department?[_] Yes [] No

If yes, please provide the following information
Agency Date Applie Disposition of Applarati

17. Have you ever taken a voice stress analysis/polygraph examination for anly Yeasdn? No
If yes, please provide the following information:

Date Agency/Company]  City/State Reason Tested Result

18. Have you ever been rejected for cause from a public safdtyebd?[ ] No
If yes, plese explain fully. Be specific:
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19. At the present time, do you have any pending applications with any other public safety agenc

[ ] Yes [] No

If yes, please list the agency, thempasified for and the current status:

Part VIIB Arrests, Detention, and Litigation

1. Have you ever been involved as a party in a civil tigdtion{®s [ | No

I f Ayes, 0 please give det ai

2. Have you ever bemmested, detaineddojicepr summoned into ¢durt[ ] Yes [ ] No

I f Ayes, 0 please supply the fol

a) Alleged Crime: Police Agency:
Date of Occurrence Case Disposition:

b) Alleged Cran Police Agency:
Date of Occurrence Case Disposition:

c) Alleged Crime: Police Agency:
Date of Occurrence Case Disposition:

Part 1X0 Traffic Record
***ouarerequired to submita¥Be a r Dr i waethe finse yotdiisubrhitdBagkgoundBooklet and yau
applicationin addition to completing this section of the booklet.***

1. Curr State of Expiratior
License Number: Issue: Date:
2. List all states

license or state identificatiodt ¢

3. Has your drivers

or revoked?[_] Yes [] No
I f fAyes, 0 give <

4. Briefly describe any traffic accidembéch you have been involved:

a) Accidendate City/State: Injury Accident?

Did the police investigate’ Investigating Agency:

Description of Accident:

b) Accident date City/State: Injury Accident?

Did the police investigate’ Investigating Agency:

Description of Accident:
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Part IXd Traffic Recor€ontinued

c) Accident date City/State: Injury Accident?
Did the police investigate’ Investigating Agency:
Description of Accident:

d) Accident date City/State: Injury Accident?
Did the police investigate® Investigatg Agency:
Description of Accident:

e) Accident date City/State: Injury Accident?
Did the police investigate’ Investigating Agency:
Description of Accident:

f) Accident date City/State: Injury Accident?

Did the police investigate’

Description of Accident:

Investigating Agency:

5. To the best of you memory, list all the driving citations you haseareadivednd as a juvenile,
excluding parking tickets:

a) Citation/Charge: Month/Year:
City/State Dispositiol
b) Citation/Charge: Month/Year:
City/State Dispositiol
c) Citation/Charge: Month/Year:
City/State Dispositiol
d) Citation/Charge: Month/Year:
City/State Dispositiol
e) Citation/Charge: Month/Year:
City/State Dispositiol
f) Citatidg€harge: Month/Year:
City/State Dispositiol
g) Citation/Charge: Month/Year:
City/State Dispositiol
h) Citation/Charge: Month/Year:
City/State Dispositiol

Background Booklet
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Part X0 Membership in Organizations (Past and present)

1. Name & Address ob@imation

a)

Type (Social,

Professional, etc.)

From:

To:

b)

c)

d)

Part XB Personal Declaratiofi&eneral)

1. Have you evaade application for employmeiith the Covington Police Department, Covington Fi

Departmewir Covingtehlevion County 911amyother public safety agentyPYes [ ] No

If yes, please supply the following information:

Agency Name

Job Applied For

Date(s)

Status of Applicatio

2. Have you eweorkel forany public safetgency in a paid amd/olunteer capacity?] Yes [ ] No

If yes, please supply the following information:

Agency Name

Job Title

Paid/Voluntee Date(sfto/from} Super vi s

3. Do yohaveorever hadnyPublic Safe@ertificatiéh [ ] Yes [ ] No
If yes, please supply the following information:

Certification Number

Training Center Agency Name Date (if known)
a)
b)
c)
4. Are you willing and able to work the following types of sdn¥dsles:] No
a) Day shift d) Nighshift- e) Weekends f) Holidays g) Overtime

b) 12 hr 15 min regular shifts

c) B&l R@nf or -sch

If no, tany of these, please explain:
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Part XB Personal DeclaratiofieneralContinued

5. Do you have any relatives that are employed with The City of Cotésgtbn?No

Rdatives include, but are not limited to, bothers, sisters, parents, grandparents, cousins, amss ur

If yes, please list below:

Name

Relationship to Yo

Department In Which They Work

a)

b)

c)

Part XI6 Personal Declaratiof€ontrolled Substances/Illegal Substances)

Alcohol/Liquor Consumption:
1. Describe in your own words, the frequency and extent of your use of intoxicating liquors:

2. Declare if you have used or tried any of the subkiapges loncdexcluding legitimate prescriptions
List any other substances/controlled substances you have taken not listed below.
roumtdrview later in thgrocess.

Youwill be questionedn this information during your back

Date Date Total # of Avgs"lg?es Toba;e'i;me Never Used
Substance First Last Times (per week (# of Not Even
* * ) —.
Used Used Used month) months/yrs) One Time

a) Marijuana/Hashish

b) Amphetamines/Speed

¢) Methamphetamine

d) Cocairi€rack

e) Heroin

f) Inhalants

g) LSD

h) PCP

i) Barbiturates/Tranquiliz

j) Hallucinogenics

k) Ecstasy

[) Steroids

m) Any other illegal drug
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*Month and year must be included, paatilyuif the use was within the past five (5) years.

(Attach extra copies of this section if necessary to provide a complete history)

Part X186 Personal Declaratioi€ontrolled Substances/lllegal SubstanCestinued

3. Have you ever sold drugsrootics to anyong&s/no) If yes, explain in detall

4. Have you ever given or furnished drugs or narcotics {gesipohe? If yes, explain in detail:

Part X116 Miscellaneous Questions

1. Do you know of anything that might prevent gbtafning the position you have appligesm®) If yeg
please provide explanation in detail:

2. Is there any reason why you cannot work flexible, rotating shifts, which are related to your job
dutiesTyes/nolf yes, pleaseqwide explanation in detail:

3. Have you purposely omitted any information from your employment application, resume, this d
other documentation you have subifyieethdif yes, please provide explanation in detail:

4. Were you abteunderstand all of the questions in this dodyesntlf no, please provide explanatio
detail:

5. How did you find out about this poBigas@ circle the appropriate answer.

a. advertisemen]  b. mailing list | c. jobfair [ d. other (elgin)

PartXVo Required Proof of Identification and/or Qualifications

***DO NOT SUBMIT these document8aatgroundooklet***

Be prepared to bring them with you to interviews and/or job offers.
During the background investigation, applicaetaskeag to provide various proofs to verify the statements mad
Backgrounglookleemploymeipplication and during any investigation interviews or contacts.
Examples of documentation that applicants should be prepareday ipcviie butot be limited to:

e Birth certificate e Proof of employment (i.e. reegnstuhsn2

e Photo identification forms, etc.)

e High school diploma/GED certification e Proof of job performance (i.e. letters of

e College diploma recommendation, performance evaluations,
e Collegéranscriptgproof ofoursewoyk of commendation/discipline, etc.)

e Trade school diploma/certification e Currentrivers license and/or driving abstrac
e Licenses held (i.e. pilot, radio operator) e Proof of vehicle liability insurance

e Training certificat{@n. First Aid/CPR) e Proof of vehicle registration

e  Proof of military service (i.213p

The person assigned to complete each d ibdchgtoend mvestigationAstiessanalysisvill determine what
information he/she would likeoylaing with you. However, since it may take you awhile to find and obtain the
documentation, please be prepared to gather this information in advance of your appointment.
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PartXV o Candidate Certification

e | hereby certify thfa¢re ar®lO WILLFUL MISREPRESENTATIONS, OMISSIONS, OR FALSIIC
the information | have providedBatkgrouriBlooklet and on any other additional documentation {
attached to or provided along with the Background/Informational Booklet

e | am fully aware that anj MISREPRESENTATION, OMISSIONS, OR FALSIFMIABEOdSuUNdS f
immediate rejection of my application for employment and/or termination of my employment w
Newton Countyd Communications Center.

Sigrature of Applicani

Date:
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Section A
Covington Police Department

POLICE
COVINGTON
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COVINGTON POLICE DEPARTMENT
SELECTION PROCESS

APPLICANT8 KEEP THIS PAGE FORJRIREFERENCE

Step 1
TheHuman Resources Dirdotathe City of Covington shall review all applicgiicitiohs ine police
department This review will consider only tHomancandi da

ResourcebBirectoshall have the responsibility of forwarding all qualified applitati@sompanying background
booklet® the Assistant Chief of Police

Step 2
The Assistant Chief of Pol i ce wctheckonalbapplicadst a cr i m

Step 3
Applicants will then be required to complete a physical agility test of upper mbdprsli@ragibudar fitness. A
departmental physical fithess instructor will administer this test.

Step 4
Applicants will then bsessed during an oral examibgigoreview board comprised of ranking officers. Candidates
will be asked questions cairagr

1. Applicantds bjackground informati on
2. Initial application;

3. Personal Characteristics

4, Mental abiljty

5. Education;

6. Experience;

7. Ability to communicate

8. Presence, appearance;

9. Personal goals and objectives

Each selection panel member shaleratattidate on a scoring sheet based on the interview.

A list of candidates and their rating will be recorded on a sumansecgreheeB0 or better is required for placement
on the list. Candidates will be selected from the list untilsalineafibedieThe list will remain active for a period of
one year.

Step 5

Applicants will be required to take and successfully complete a POST entrance exam to attend the state region:
academy. This exam will be given at the academy and apelipardd éneir own transportation to and from the
exam. Applicants will be given a date, time, and directions to the exam location.
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Step 6

An experienced investigator will conduct background investigations. The investigator condustialy a background
attach a written report of findings and recommend
background will be forwarded to the Assistant Chief upon comleéistigattitie The backglhdurestigation
willinclude:

1. Updated check of criminal record, if any.

2. Updated check of driving record, if any.

3. Verification of applicantodés credentials (ec
4. Verification of past employment.

5. Verification of five (5) personal references.

6. Neighborhood vas.

7. Check of applicantés financi al background,

Step 7

The investigator shall have a voice stress analysis and/or polygraph examination conducted on the applicant. ¢
personnel who are certified in voice stress analysis technigregshaiepbhiques will conduct the tests. Tests will

be conducted at tbevington Police Departmeother approved testing site, and results will be included in the
applicantés background report . eyNmtheaepufisiof the aaice stregs | |
analysis or the polygraph.

Step 8

Certification of eligible candidates will be made by the Assistant Chief of Police and forwarded to the Chief of P
review. This list shall be maintained by the Asiétarth€levent no positions are availdiga.a position

becomes available, the Assistant Chief shall schedule candidates for the final interview with the Chief of Police.
Chief should have at least two candidates to choose from.

Step 9
The Chieof Police or his designee will then give the applicant a conditional offer of employment contingent that t
applicant passes steps 10 and 11.

Step 10
The applicant is required to complete a psychological test. The resultskef thisvergitailPsychological
Research, Inc. for evaluation. The results wild.l

file if the applicant is hired.

Step 11

Applicants who are accepted for hiring will be required to haesamreatioal and drug screen before they

assume sworn status. A medical exam is also a requirement for Georgia P.O.S.T. A licensed physician will co
medical examinations.

Step 12

The Chief of Police shall submit a written appointment recotortienéatioan resources Department in
accordance with personnel policy.
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COVINGTON POLICE DEPARTMENT
PHYSICAL FITNESS ASSESSMENT

The physical assessment test consists of a 1.5 mileupmapdditps. Every applicant is assessed in each
categor base on his or her age and is required to score an average score of 2.0.

Listed below is a scale of the requirements you must meet in each category according to your age.

AGE 2029
1.5 MILE RUN
Excellent Good Average Below Average Poor
10:15 or less 10115800 12:014:30 14133:30 16:31- above
PUSHUPS
Excellent Good Average Below Average Poor
3.0 2.5 2.0 0 -1
43 or above -22 271 20 19 5-less
SITSUPS
Excellent Good Average Below Average Poor
3.0 2.5 2.0 0 -1
51or above 50-40 335 - 23-less
AGE 30639
1.5 MILE RUN
Excellent Good Average Below Average Poor
3.0 2.5 2.0 0 -1
11.00 oless 11:02-13:00 13:015:30 15187130 7:31- above
PUSHJUPS
Excellent Good Average Below Average Poor
3.0 2.5 2.0 0 -1
37 or above 36-23 227 18 2 orless
SIFUPS
Excellent Good Average Below Averagmor
3.0 2.5 2.0 0 -1
450r above 447 34 B29 281 18 17 or less
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Excellent
3.0
11:30 or less

Excellpt
3.0
28 or above

Excellent
3.0
390r above

Excellent
3.0
12:00 or less

Excellent
3.0
16 or above

Excellent
3.0
33 or above

Background Booklet

Good
25

11-32100

Good
25

Good
2.5
38-26

Good
25
12:08:30

&Goo
2.5
15-13

Good
25
- 32

AGE 4®49

1.5 MILE RUN
Average Below Average Poor
2.0 0 -1
14:016:30 16:38:30 18:3hove
PUSHUPS
Average Below Averagéoor
2.0 0 -1
173 12-2 1 or less
SITUPS
Average Below Average Poor
2.0 0 -1
259 B3 5 or less
AGE 5@ 59
1.5 MILE RUN
Average Below Average Poor
2.0 0 -1
15:317:30 17:39:30 19:31 or above
PUSHUPS
Average Below Average Poor
2.0 0 -1
12 -18 0
SITUPS
Average Below Average Poor
2.0 0 -1
16 -15 0

Page 28 of 39

Created: April 30, 2008



Section B
Covington Fire Department
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COVINGTON FIRE DEPARTMENT

So you want to be a firefightereée
A Message from the Fire Chief:
The purpose of this information is to aid each firefighter applicant in preparing suclelshgindosdteening
procedures employed by the Covington Fire Department in testing for the position of firefighter. We believe tha
knowledge and prior familiarization with the test items will greatly increase the probabilitestspassing these
| wish to emphasize that merely following the guidelines will not guarantee success. There are individuals who,
variety of reasons, may not be capable of the demands of firefighting. Nevertheless, if you intend to apply, eith

some&vhere else, we urge you to prepare as well as possible and wish you good luck!

Sincerely,
Don T. Floyd, Fire Chief

Table of Contents
¢ Introduction

¢ Written Examination

¢ Physical Ability Test

¢ General Instructions for Physical Ability Test

¢ The PhysicAbility Test in Detail

¢ The Oral Interviews

¢ The Background Examination

¢ The Job Offer

¢ The Medical Physical Examination

¢ The Start Date

Introduction

Firefighting involves extremely hard and skillful physical exertion, as well as thethlahtetgerupesitiiations.

The physical demands of firefighting are often underestimated. Because of this, many firefighter applicants are
overwhelmed by the challenging, screening procedures employed in the selection of new recruits. Demanding
standards are absolutely necessary because firefighting requires a high level of physical fitness.

For example, consider the following circumstanes®ini bolding is on fire. As a firefighter rushes upstairs to the
fourth floor, a cry for ieelpeard. The firefighter must react quickly in order to rescue the victim. When the victim |
reached, he/she must be led or carried outside to safety. Once this is accomplished, theefirefighter must re
building and battle the fire.
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Written EEamination

An applicant who is accepted for testing will begin with the written examination. Applicants must achieve a pas
of at least 70% on the written portion of the examination in order to proceed on to the next phase of the examin
praess. The type of written examination used by the Covington Fire Department is a standardized instrument
many fire departments throughout the nation. In general, the examination tests general aptitude and reading
comprehension. Prior knowlddge fire/rescue service is not a prerequisite for successful completion of this
examination.

Applicants who successfully complete the first two phases of the testing process will appear before the Fire
Department Hiring Task Group for an oral interview

Physical Ability Test

The physical ability test is composed of seven (7) stations designed to simulate actual evolutions that must be
by firefighters working at emergencies. The physical ability test must be completed within aegesa (7) minutes
graded on a "pdsd" basis; passing this portion of the examination qualifies the candidate to move onto the next
of the examination process. Traditionally, applicants with slight builds or those in poor physical condition have
experierad difficulty with the physical ability screening process. This situation can be corrected through a consc
physicakonditioning program. The physical conditioning program should empbsEisaargr (iearng)

fitness, strength, angsoular endurance. A program which includes both running and weight training is desirable
order to achieve the desired results.

The physical ability test is intdadmdphysically challenging. @pligants who consider themsghysically fit
shouldake the testApplicants are required to provide a medical release from a licensed physician before
proceeding with the test.

General Instructions for Applicants Participating in Physical Ability Test

A. All listed evolutions will be perforntedvedniing protective clotingtective clothing will be
supplied by the Fire Department, and includesheatedngdloves, and-seiftained breathing
apparatus. This equipment musirneat all times during the test.

B. On the day of testialj applicants are required to wear long pants, (jeans, sweatpants).
Kneepads are strongly recommended. Shorts are not allowed. Shoes for the physical ability tes
the responsibility of the applicant. It is suggested that applicants wati ¢tiggpey (aon
cleated) shoes to the test site.

C. All applicants must successfully complete the physical ability test in ordéthtthproceed
examination process. Failure to perform any of the seven (7) evolutions in a satisfactory mannel
result in failure of the physical ability test, and eliminfatitrefroonsideration as a candidate for
employment.

D. The maximum acceptable time for the physical ability test will be sevemi(7® mitstest at
the beginning of the firstugion and will stop upon completion of the seventh evolution, or when
passing the 7 minute maximum allowable time. Applicants will be permitted to rest during any pc
the evolutionspwever timing will continue unchecked during any rest period.

E. At no time during the physical ability test will applicants be permitted to run or jog. Running is de
as moving so quickly that both feet are simultaneously off the ground.
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F.

Safety will be observed at all times during the stiddt@®ecomes sick or #ppears that he
or she could become injured, the Test Evaluator will stop the test.

The Physical Ability Test in Detail

The sever{7) evolutions of the test are as follows:

1.

Body DragGiven a simulated fire victim with aateigptoximatdlg0 Ibs. (I.A.F.F. Rescue
Randy), the candidate will drag same for a distance of 100 feet.

¢
¢

ProcedureThe applicant will approach the rescue dummy and drdigtsance of 100 feet.
Job Relatednediirefighters are required to eefirewictims from structures during
emergency situations, and this task is often comphetdideiighter. A weight of 160 Ibs.
represents the average weight of potential victims.

HighRise Pack Carryhe candidate shall advance a simulatechdebihrise pack for a pre

determined distance while ascending and descending stairs.

¢

¢

ProcedureThe applicant picks up thertgghpack from the base of stairs and carries the pack
while ascending and descending stairs. (3 repetiii@

Jdb Relatednes¥vhen preparing to operate on fires above grourektendl existing hose

lines, firefighters must have the capability to aggressa@tyly advance standardized
department higke packs of fire hose.

Simulated Roof Ventilalibe candidate will strike a railroad tie withséed8e hammer, moving

a distance of 5 feet

¢

¢

Procedurewhile standing on two runners, equal in size to the railroad tie, applicant will drive 1
middle railroad tie to thedptermined distansing the sledgehammer provided.

Job Relatednedst order to effectively ventilate the roaivarage building, the firefighter

would be required to strike the roof a minimum of 50 times in order to complete the evolution
This evolution is normaitpmplished using an gighihd pick head axe; however, a sledge
hammer of equal weight is substituted for safety purposes.

Ladder Carryi:he candidate will remove gersmn ladder from a designated fire apparatus, place
it on the ground, and redacee.

¢

¢

ProcedureThe applicant will approach a fire apparatbei@tiequivalent), remove a ladder,
and replace same when directed to do so.

Job Relatednediirefighters must have the ability to remove and maneuver ladders from fire
apparatus the scene of emergencies.

Ladder ExtensioBiven an extension ladder, the candidaterabalitrate the ability to raise and

extend a 2iHot extension ladtiea designated height and retract the same.

¢

ProcedureThe applicant shall approachtanséon ladder, grasp the ladder by the top rung

and using the "hamgerhand" methodise the ladder to a vertical position. Then applicant will
grasp the ropralyard and pull in order to extend fully the fly section of Theilapd@dee it

aganst the building, move it back to the vertical position, retract the fly section, and place the
ladder back in the starting posiienladder will be fully extended and retracted using the
halyard in a "haoderhand" method.

Job RelatednedBirefyhters must have the ability to quickly extend and retract ladders on the
scene of emergencies to effect rescues, apmeitiasa means of access for fire attack and
ventilation operations
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6. Hose Extensio@iven a 100' length of 1 3/4" hosentlidata shall dridmg hose for a distance of

100'".

¢ ProcedureThe applicant will approach 100feet of charged had/d ‘afiie nozzle which is in
an extended accordion fold andsgnap The applicant then moves forward until the entire 100
feet ohose is stretched out, and places the nozzle inside an 18" square.

¢ Job Relatednesk:3/4" hose, which is used for structural firéigiatirnggd on many engine
companies. A firefighter occupyingzitie position on an engine company mustde abl
extend the hose line to the point of fire attack.

7. Confined Spactiie candidate shall follow a hose line while in a simulated darkened area.
¢ ProcedureThe candidate will wear a SCBA facemask (blacked out to simulate a darkened roc
and crawl orahds and knees across the length of a 100htzdlimgt. Once the candidate
reaches the end of the hose line, he/she will be instructed to take off facemask.
¢ Job Relatednesshis component tests endurance, as well as ability tepauzaht@intation
and freedom from claustrophobia.

NonTimed Component
Aerial Ladder Climb: The candidate will be required to climb an aerial ladder to a height of 100'. The lac
be positioned at 70 degrees to facilitate a comfortable climbingnpdiséiptatferm you will raise a roll
section of 2.5" hose 50' and lower to starting position. You will be outfitted with a safety harness, helmet
gloves.

After successful completion of the Physical Ability Test, applicants will go on @rahlkdtengevthe

The Oral Interview (s)

The next phase in the selection process for the position of firefighter with the City of Covington Fire Department
interview. The oral interview is designed to give interviewers a "firshiabétats, thied allow him or her the
opportunity to respond to a set of verbal questions.

The interview process is highly structured, with three or four interviewers participating in the process. Each can
be asked to respond to the samegsetstibns, and may be asked to elaborate on specific responses. Candidates
be graded by the interviewers based on their overall responses to questions, general appearance, and perceive
contribute to the organization in a positive alloweing successful completion of the written examination, physical
ability test and oral interview, remaining candidates will be placed on an eligibility list for employment with the F
Department. Each candidate will be categorized as "outsdingliragified”, or "qualified", depending on his or her
final composite score.

Prior to being offered a position with the Covington Fire Department, each qualified candidate willgrarticipate in
one" interview with the Fire Chief.

The Backgund Examination

The final hurdle in the hiring process for Firefighter with the Covington Fire Department is an examination of ea
candidate's personal background. This examination involves a routine check of criminal and driving records by

Covingin Police Department, drug screening, and discussions with previous employers and references as provi
the candidate.

Background Booklet Page 33 of 39 Created: April 30, 2008



Job Offer
Upon successful completion of the physical ability test, the written exam and oral interviews, aitistes qualified c:

will be sent to the Human Resources Department. The HuredavidRageumwill make a condijidneffer to the
top candidate(s). Upon acceptance of the job offer, a complete medical physical and drug screen will be sched

Physical Examation

Each candidate will be required to pass a physical examination prior to being hired. The examination is compre
and includes blood work, sEES3 testing, chestays, and drug screen testing. This examination is rated on a
"pasdail" bais.

The Start Date

Upon the successful completion of all steps, The Human Resources Department will assign the date that your
employment will begin with the City of Covington.

Again, thank you for your interest in the Covington Fire Deparsheidu $Jeceiss in the process.
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Section G
Covington-RNlewten Coumnty 911
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CovingtonNewton County 911 Communications
8146 Carlton Trail, NW N
Covington, GA 30014 {’c\!} @‘ﬁﬂ*
(678) 3428790 Fax (770) 384106 v

Mike Smith
Director
APPLICANTE KEEP THIS PAGE FORJRIREFERENCE
ANTELIGBILITY LISTOMLL BE CREATED TO FALL VACANCIES FOR UP TOONE (1) YEAR.
JOBDUTIES

Covingtehlewton Countyld Communications Center is recruiting individuals who want an exciting, lifesaving anc
fulfilling career #©1-2 Communications. Wenaii successful candidates to respond to emergency calls and dispatcl|
police, fire and medical personnel and resources.

9-1-1 Communications Dispatchers:
¢ Handle emergency andaeroargency phone calls, complaints and inquires from the public.
Assessaal | er 6s emotional state and prioritize
Respond to public safety respondersdé needs
Operate-@ay radios, Computer Aided Dispatch (CAD) and other communication tools.
Remember and accuratebyfabmplex instructions and protocols while working in a busy, loud, stressful &
multitasking environment.
¢ Memorize and accurately recall Newton County geography, including the location of major roads,
neighborhoods, schools, parks, key landmarkdingd &nd the overall addressing system.

cal
and

PLEASE NOTE
SHIFT WORK MANDATORYCovingtehlewton Countyld runs 24ours a day, 3€ays a year.
assignments are determined at time of employment.

Shifts

QUALIFICATIONSSuccessfukBl1 Dispatcheandidates come with a variety of experience, education and training tr
demonstrates knowledge and skills to perform intensive worktaskiagmuoititensory, stressful work
environment-191 Dispatcher candidates must:

4.
5.

1. Have a High Schdiploma or GED certification.
2.
3. Have at least one (1) year of recent, stable an

Be at least 18 years of age prior to hire.

reliable work experience.
Pass an extensive background investigation.
Have no felony convictions.

6.

7.Have a working telephone.

Have reliable tnaodation to get to / from work
hours of day or nifghg. 9pm or 3am, etc.).

Have excellent interpersonal communication ¢
Take direct orders as well as constructive crit
and feedback without being defensive.

React quickly and correctly to emergency situ
Perform extensive data entry with speed and
accuracy based on written and/or verbal sour
Learn, retain and apply complex and detailed
procedures, such as police and fire dispatchir

A Dispatchemnust be able and willing to:
e Work mandatory overtime as needed and assigned.

Background Booklet

Page 36 of 39

Demonstrate reliable and predictable attendance.
Study, learn and practice job skills throughout the trairtimgfland rtations.
Train and work under pressure in enld#dsking environment.

Created: April 30, 2008



CovingtonNewton County 911 Communications

8146 Carlton Trail, NW N
Covington, GA 30014 @g}}@ﬂﬂ*
(678) 3428790 Fax (770) 382106

Mike Smith
Director
SELECTION PROCESS
APPLICANT8 KEEP THIS PAGE FORJRIREFERENCE
Step 1
TheHuman Resourd@ficer for the City of Covington shall review all applications for positb@eimehe Bhis
review wi |l | consider only the ¢ arHdnad Bescroedficendhalll i t y

have the respshility of forwarding all qualified applications to the Director of Communications.

Step 2
All eligible candidates will be notified by mail and telephone of an upcoming date for a Profile Examinati
assessment. Testing will be conducted snagibal candidates will be tested on the same date and time, failure |

attend the assessment wil/ result in the candi dat
Step 3
The following information, once gathered, shall be forwarded to the selection panel for review.
1. Applican6s background f orm
2. Initial application
The9-1 Center selection panel wi || then review the

meet standards for employment. The selection panel will comprise a list d€anialifiad fgplard to the
administrative assistant. The administrative assistant will then schedule interviews for those applicants with th
panel.

Step 4

Applicants will then be assessed during an oral interview by the selectionlgiaselill @andsked questions
concerning:

Experience

Knowledge and Perception of the Position

Personal Characteristics

Mental ability

Ability to communicate

Personal goals and objectives

Appllcants will also be required to perform a written exempigkcaitheill be judged on their ability to completely
and appropriately answer the questions provided in an acceptable written format.

Each selection panel member shall rate the candidate on a scoring sheet based on the gathered information an

ogrwNE

Step 5

A background and record check will be performed after completion of the background reports received by the
Communications; they will be forwarded to the GlawrigioCountyld Team Leaders for verification. The
background invgstiion will include:

Check of criminal record, if any

Check of driving records, if any

Verifications of applicantés credential s (€
Verification of past employment

Verification of five (5) personal references

arwpdE
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CovingtonNewton Count§ B Communications Ce
8146 Carlton Trail, NW a7
Covington, GA 30014 181977/ %K
(678) 3428790 Fax (770) 383106 y
Mike Smith
Director
SELECTION PROCESS

APPLICANT8 KEEP THIS PAGE FORJRIREFERENCE
CONTINUED

The Team Leader conducting a background che@ckhalvatten report of findings and recommendations to the
background report. Al records pertaining t o an
Communications upon completion of the selection process, to be later retuyned @oumgt@ituman
Resource®epartment for storage in secure files. Cdiémgton Countyld personnel trained in collecting
background information will conduct backgrounds.

Step 6

A final list of eligible candidates will be made, acca degylis thf the assessment, and maintained by the Director
of Communications. When a position becomes available, the Director of Communications shall schedule can
the final interview. The Director of Communications should have ptésatitates(® choose.

Step 7

The Director of Communications ahititten ResourcB#ector will conduct an oral interview with the applicant;
during the interview, qualified applicants will be given a conditional job offer on the copliitem {redshe a
steps 8, 9, and 10.

Step 8

An investigator shall conduct a voice stress analyzer test on the applicant. Candidates shall be provided wif
areas from which the voice stress analyzer test questions will be drawn fraest.pr@nlyopbesonnel who are
trained in voice stress analyzer techniques and procedures will conduct the test. Tests will be conducted at the
Police Department or other approved fckgeundrapgrt. Not es
applicant will be disqualified from appointment based solely on the results of the voice stress analyzer test.

Step 9
The applicant is required to complete a psychological test. The results of this test will forwhResER®Ithologica
Il nc. for evaluation. The results wildl be placed

applicant is hired.

Step 10

Applicants who are accepted for hiring will be required pass a medical exangnaticearzefdre they are
officially hired. A medical exam is also necessary for Georgia P.O.S.T. requirements. A licensed physician w
medi cal examinations. The results wil Isontekfilegthea c e d
applicant is hired.

Step 11

The Director of Communications shall submit a written appointment recomnitundatioRésdhei@sector in
accordance with personnel policy.
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CovingtonNewton County 911 Communications
8146 Carlton Trail, NW N
Covington, GA 30014 181977/ %K
(678) 3428790 Fax (770) 382106 ,

Mike Smith
Director

ACKNOWLEDGEMEXIUNDERSTANDING
WORKSCHEDULE

I understand that if | am hired for the po€iiommafnications Technicjdor the CovinglioNewton Gmty 91-1
Communications Center, it will involve my working any of numerous shifts. | understand that | may be assigr
shift and that at the discretion of my supervisor, | may be rotated to another shift with little or no notice.

The 91-1 Ceter operates two (2) shifts. Each shift is twelve (12) hours and fifteen (15) minutes long. They
follows:

1. Day Watch 0545 1800

2. Night Watch 1745 0600
The 9-1 Center has four (4) teams. Each team is labeled: A Team, B Team, C TreafheEL Tenter
operates on a two (2) week (14 day), work period. The teams alternate days working, where each team has or
day weekend in a work period. Example (Teams A and B work Monday, Tuesday, Friday, Saturday, and Sur
fira week, then only Wednesday and Thursday of the second week. Teams C and D work the opposite days frt
A and B, being: Wednesday and Thursday of the first week and Monday, Tuesday, Friday, Saturday, and Sur
second week.)

Theteamsalsmt at e from day watch to night watch. Teams
whi | e, Teams B and D are fisister teamsodo and they
and Tuesday, Team A works day whilehTeam B works night watch. Wednesday and Thursday of that same we
Team C works day watch, while Team D works night

weekend in everyd#y period.
| understand that these hmanmschange at any time with little or no notice and shifts/hours are not negotiable.

| understand the above conditions and have no objections to them.

Printed Name of Applicant

Signature of Applicant

Date

Notary Public
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