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Anytown, OK Folice Department Policy Manual

Recruitment and Selection

1000.1 PURPCSE AND SCOPE

This policy provides a framework for employee recruiting efforts and identifying job-related
standards for the selection process. This policy supplements the rules that govern employment
practices for the Anytown Police Department and that are pronwlgated and maintained by the City
of Anytown Human Resources Department.

1000.2 POLICY

In accordance with applicable federal, state, and local law, the Anytown Police Department
provides equal opportunities for applicants and employees regardless of actual or perceived race,
ethnicity, national origin, religion, sex, sexual onentation, gander identity or expression, age,
disability, pregnancy, genetic information, weteran status, marital status, and any other
classification or status protected by faw. The Department does not show partiality or grant any
special status o any applicant, smployee, or group of employees unless othenwise required by
law.

The Department will recruit and hire only those individuals who demonstrate a commitment to
service and who possess the traits and characteristics that reflect personal integrity and high
ethical standards.

1000.3 RECRUITMENT
The Chief of Police, or the authorized designee, should employ a comprehensive recruitment and
selection strategy to recruit and select employees from a qualified and diverse pool of candidates.

The strategy should include:
{a) Identification of racially and culturally diverse target markets.
(b}  Uee of marketing strategies to target diverse applicant pools.

{c) Expanded use of technology and maintenance of a strong intemet presence, This may
include an interactive department webstte and the use of department-managed social
networking sites if resources permit.

{d} Expanded outreach through partnerships with media, community groups, citizen
academies, local colleges, universities, and the military,

{e} Empioyee referral and recruitment incentive programs.
(f}  Consideration of shared or coliaborative regional testing processes.

The Chief of Police, or the authorized designee, shall avoid advertising, recruiting, and screening
practices that tend to sterectype, focus on homogeneous applicant pools or screen applicants in
a discriminatary manner,
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The Department should strive to facilitate and expedite the screening and testing process and
should periodically inform each candidate of his/her status in the recruiting process.

1000.4 SELECTION PROCESS

The Department shall actively strive to identify a diverse group of candidates that have in some
manner distinguished themselves as being outstanding prospacts. Minimally, the Department
should employ a comprehensive screening, background investigation and selection process that
assesses cognitive and physical abilities and includes review and verification of the following:

{a) A comprehensive application for employment {including previous employment,
references, current and prior addresses, education, military record)

{by  Driving record
{c} Reference checks

{dy Employment eligibility, including U.S. Citizenship and Immigration Services {USCIS}
Employment Eligibility Venfication Formn |-9 ahd acceptable identity and employment
authorization documents. This reqLiired documentation should not be requested unti
a candidate is hired. This does not prohibit obtaining decuments required for other
purposes,

{e) Information obtained from public internet sites

{fy  Financial history consistent with the Fair Credit Reporting Act (FCRA}) {15 USC § 1681
et seq.)

{g) Local, state, and federal criminal history record checks

{h)  Polygraph or voice stress analyzer {VSA) examination (when legally permissible)

(it  Medical and psychological examination {may only be given afler a conditional cffer
of employment}

iy Review board or selection comniitlee assessment
k) Completion of drug and alcohel screening (40 O.5. § £54)

1. An Qpphcant may request a confimation test of a sample within 24 hours
of receiving notice of a positive test. The applicant shall pay all costs of the
confirmation test unless the confirmation test reverses the findings of the positive
test (40 0.S. § 556).

1000.5 BACKGROUND INVESTIGATION

Every candidate shall undergo a thorough background investigation pursuant to 70 0.5. § 3311(E)
to verify hisfher personal integrity and high ethical standards, and to identify any past behavior
that may be indicative of the candidate's unsuitability to perform duties relevant to the operation
of the Anytown Police Department.

1000.5.1 NOTICES

The Chief of Police, or the designated background investigators, shall ensure that investigations
are conducted and notices provided in accordance with the requirements of the FCRA (15 USC §
1634143
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1600.5.2 REVIEW OF SOCIAL MEDIA SITES

Due to the potential for accessing unsubstantiated, prvate, or protected information, the Chief of
Police, or the authorized designee. shall not require candidates ta pravide passwords, account
information or access to password-protected social medlia accounts {400.5. § 173.2).

The Chief of Police, or the authorized designee, should consider utiizing the services of an
appropriately trained and experienced third party to conduct open source, intemet-based searches
andfor review information from social media sites to ensure that:

(@) The legal ights of candidates are pratected.
(b)  Material and information to be considered are verified, accurate and validated.

{c) The Department fully complies with applicable privacy protections and focal, state and
federal law.

Regardless of whather a third party is used, the Chief of Palice, or the authorized designee, should
ensure that potentially impermissible information is not available to any person involved in the
candidate selection process.

1000.5.3 DOCUMENTING AND REPORTING

The Chief of Police, or the authorized background investigator, shall summarize the results of the
lackground investigation in a report that includes sufficient information to allow the reviewing
authority to decide whether to extend a conditional offer of employment. The report shall not
include any information that is prohibited from use, including that from social media sites, in
making employment decisions. The report and all supporting documentation shall be included in
the candidate’s background investigation file.

1006053 RECORDS RETENTION
The background report and all supporting documentation shall be maintained in accordance with
the established records retention schedule.

100054 STATE NOTICES
The Department shall report the hiring of an officer to the Council on Law Enforcement Education
and Training {CLEET) within 10 days {70 O.5. § 3311(H)).

1000.6 DISQUALIFICATION GUIDELINES
As a general rule, performance indicators and candidate information and records shall be
evaluated by considering the candidate as a whole, and taking inta consideration the follawing:

. Age at the time the behavior occurred
. Passage of time

. Pattems of past behavior

, Severity of behaviar

. Probable consequences if past behavior is repeated or made public
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. Likelihood of recurrence

. Relevance of past behavior to public safety employment
. Aggravating and mitigating factors

. Other relevant considerations

A candidate's qualifications will be assessed on a case-by-case basis, using a totality-of-the-
circumstances framework.

1000.7 EMPLOYMENT STANDARDS
All candidates shall meet the minimum standards regiired by state law. Candidates will be

evaluated based on merit, ability, competence, and experience, in accordance with the high
standards of integnity and ethics walued by the Department and the community.

Validated, job-retated and nondiscriminatory employment standards and job descriptions shall be
established for each job classification and shall minimally identify the training, abilities, knowledge,
and skills required to perform the position’s essential duties in a satisfactory manner. Each
standard should include performance indicators for candidate evaluation. The City of Anytown
Human Resources Department should maintain validated standards and written job descriptions
for all positions.

1000.7.1 STANDARDS FOR OFFICERS
Candidates shall meet the minimum standards established by Oklahoma faw and CLEET-
approved certification training, including those provided in 70 0.5. § 3311{E):

{a) Be atleast 21 years of age prior to certification as a peace officer.

(b} Be a United States citizen or in resident alien status, as defined by U.S. Citizenship
and Imimigration Services.

(¢} Possess a high school diploma or a GED equivalency certificate as recognized by
state law.

{dj Not have been convicted .in state or federal court for any felony, crime of moral
turpitude, or a crime of domestic abuse.

{e) Have fingerprint clearance from the Federal Bureau of Investigation and the Oklahoma
State Bureau of Investigation.

{fi Have undergone psychological evaluation by the employing agency using a
psychobgrcal instrument approved by CLEET.

{g) Mot be currently undergoing treatment for a mental illness, condition, or disorder.

{(hy Not be subject to a CLEET order revoking, suspending, or accepting a voluntary
surrender of peace officer certification,

(i  Be commissioned or appointed by the Department prior to attending CLEET-approved
certification training.

{ii  Not have been involuntarily committed to an Oklahoma state mental institution.
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5. Evaluation of References

The investigator should carefully evaluate all relatives, references, acquaintances, and other
contact persons to determine their qualifications to speak on various aspects of the
applicant's character. Consider: (1) the type of interaction the individual had with the
applicant, (2) the duration and recency of that contact and (3) any relevant education,
training, experience or specialized knowledge the individual may have.
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requirement, military service, U. S. citizenship and possession of a valid Oklahoma driver's
license. All college educational document should also be verified by the investigator. These
documents should be secured from the applicant, copied and returned to the applicant to ensure
that they are not lost or misplaced.

To speed up the process, records that will take some time to obtain should be requested as soon
as possible. For example, educational documents, fingerprint cards should be sent immediately
to the Department of Public Safety, 0.S.B.I. and to the F.B.l. A request for all previous law
enforcement employment should be sent to C.L.E.E.T. or any other appropriate POST if
available.

C.L.E.E.T. is authorized to provide to any employing agency the following information regarding
a person who is or has applied for employment as a police or peace officer of such employing
agency:

a. Oklahoma State Bureau of Investigation and Federal Bureau of Investigation reports,
b. administration of the psychological tests provided for herein,

c. performance in the course of study or other basis of certification,

d. previous certifications issued, and

e. any administrative or judicial determination denying certification.
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* Not sharing or releasing confidential information

s Not engaging in illegal or immoral activities — either an or off the job

e Honest and impartial in dealings with others both in and outside the agency

e Not condoning or ignoring unethical/illegal conduct in others

e Truthful and honest sworn testimony, affidavits and in all dealings with others

INDICATORS:

OJ

O

Dishonesty in the hiring process, including:

deliberately misstating or misrepresenting identifying information or qualifications, whether
orally or in writing

misleading any person involved in the pre-employment screening process by misstating,
misrepresenting, or failing to completely answer questions

inaccuracies or deliberate omissions in applications, PHS (Personal History Statements), or any
other documentation required as part of the preemployment process used to help determine
the candidate’s suitability for empioyment

any other act of deceit or deception

Lying about past mistakes or oversights

Fraudulently reporting, or other abuses/misuses, of employer leave policies {e.g., sick leave,
vacation, bereavement leave)

Abuses, privileges and benefits of the job {e.g., overtime, use of supplies, equipment, internet
access)

Involved in the sale or distribution of illegal drugs

Engaging in inappropriate sexual activity (e.g., prostitutes, sex with minors, etc.)

Evidence of perjury; signing of false affidavits in any criminal or civil proceeding; falsification of
official reports including statements, narratives, property documents, evidentiary documents;
giving incomplete or misleading information to supervisors

Cheating, plagiarism or other forms of academic dishonesty

Attempting to induce others to give false information

Association with those who commit crimes or otherwise demonstrate unethical/ immoral
behavior

Commits crimes against employers — arson, burglary, stealing {goods, money, or services} —
which would amount to a felony

Conviction(s) of any criminal offense classified as a misdemeanaor, especially as an adult
Having an outstanding warrant of arrest at time of application for job or throughout the hiring
process

Admission of having committed any act amounting to a felony under, as an adult

Admission of any criminal act, whether misdemeanor or felony, committed against children,
including, but not limited to: molesting or annaying children, child abduction, child abuse, lewd
and lascivious acts with a chiid, indecent exposure.
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Actions resulting in civil lawsuits againstthe candidate or his/her employer

Committing acts that, had they heen detected, would have resulted in prosecution and
conviction and would have automatically disqualified the candidate while Employed in a Position
of Public Trust:

Conviction of any offense classified as a misdemeanor under white employed as a peace officer
{(including military police)

Admission of while employed as a peace officer, including military police, involving lying,
falsification of any official report or document, or theft

Admission of administrative conviction or criminal conviction for faiture to properly report
witnessed criminal conduct committed by another law enforcement officer

Accepting or soliciting any bribe or gratuity while in a position of public trust

Embezzlement of money, goods or services white in a position of trust

ATTENTION TO SAFETY. Avoiding impulsive and/or unnecessarily risky behavior to ensure the safety
of oneself and others. It includes thinking before acting, taking proper precautions, keeping one’s
impetuous, knee-jerk reactions in check, and behaving in conscious regard for the larger situation at
hand.

INDICATORS:

0O 0o

O

Safe Driving Practices

Receipt of multiple moving viclations {especially for potential life-threatening acts such as reckless
driving, speed contest, etc.)

Driver in multiple chargeable collisions. Numerous moving and non-moving violations, at-fault
accidents

Instances of road rage, driving recklessly and/or at excessive speeds

Anger Control

Overreacts when challenged or criticized

Unnecessarily confrontational in interactions with others

Reacts with anger to criticism or disappeintment

Instances of reprimands, counseling, terminations, suspensions for poor hehavioral control at
work

Attention to Safety

Fails to take proper precautions to minimize risks associated with hazardous activities
Takes unnecessary, foolish risks
Disregards risk to self or others
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3. SUBSTANCE ABUSE AND OTHER RISK- TAKING BEHAVIOR. This involves engaging in behavior that is
inappropriate, self-damaging and with potential adverse impact on the agency, and includes alcohol
and drug abuse, domestic violence, sale of drugs and gambling.

INDICATORS:

(W

a

O

OOoocodad

lllegal use or possession of a controlled substance while employed in any law enforcement
capacity, including military police

Drug test of the candidate, during the course of the hiring process, where illegal controlled
substances are detected; lilegal or unauthorized use of prescription medications

Illegal use or possession of a controlled substance while a student enrolled in college-accredited
courses related to the criminal justice field

Manufacturing, cultivating, transporting, brokering or selling any controlled substances

Record of alcohol or drug-related incidents, including driving under the influence or such charge
reduced to reckless driving, violation of open container laws or transporting open containers
History of other problems associated with drug and/or alcohol use

Perpetrator of domestic violence incidents

Missed work due to alcohol use

Alcoho! use while on the job (where prohibited)

Arriving at work intoxicated/smelling of alcohol or hung-over

Gambling issues

HANDLING STRESS AND ADVERSITY

4,

Stress Tolerance. Maintaining composure, particularly during time-critical emergency events
and other stressful situations, weathering negative events and circumstances and maintaining
an even temperament and positive attitude, Accepting criticism without becoming overly
defensive or allowing it to hamper behavior or job performance.

INDICATORS:

OooooOooo. 4

Attitude and Temperament

Worries excessively

Overly suspicious and distrusting in dealing with others

Argumentative, antagonistic towards others

Commonly behaves with hostility and anger

Behavior-impairing mood swings

Badmouths employers and others

Unnecessarily confrontational and aggressive

Disrupts/undermines authority {fails to successfully carry out directives; shows signs of
contempt by eye rolling, excessive exhaling, etc.)
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Stress Tolerance and Recovery

00 Becomes “unglued,” freezes, or otherwise performs ineffectively when feeling overloaded or
stressed

O Uncontrollable reacticn to verbal abuse fram others

LI Reacts with anger to criticism or disappointment

00 Allows personai problems and stressors to bleed into behavior on the job

[0 Accepting Responsibitity for Mistakes

[1 Makes excuses or blames others for own shortcomings

(1 Becomes defensive or otherwise overreacts when challenged or criticized

] Minimizes the importance of past mistakes or errors

5. CONFRONTING AND OVERCOMING PROBLEMS, OBSTACLES, AND ADVERSITY. This involves

willingness and persistence in confronting problems and personal adversity. it includes taking
control of situations, as necessary and demonstrating hustle and drive in reaching goals.

INDICATORS:

O Dispiays submissiveness and insecurity when confronted with challenges, threatening situations
or difficult problems

O Fails to take action or change behavior to resolve problems or mistakes

O Multiple personal bankruptcies, has current financial obligations for which legal obligations have
not been satisfied; or any other flagrant history of financial instability

O Allows debts to mount; evades creditors, collection agencies, etc.

O Past due accounts, discharged debts, late payments, collection accounts, civil judgments, and/or
bankruptcy

O Fails to meet obligations (for example, auto insurance, auto registration, selective service
registration, IRS requirements, child support obligations)

O Fails to exercise fiscal responsibility commensurate with income

WORK HABITS

6.

Conscientiousness. Diligent, reliable, conscientious work patterns; performs in a timely, logical
manner in accordance with rules, regulations and organizational policies.

INDICATORS:

Dependability/Reliability

I ) O A

Fails to meet commitments to work, school, family, volunteer or community activities
Poor attendance; takes time off from work unnecessarily {e.g., on/near weekends)
History of being late to work, meetings, appointments

Misses scheduled appointment during the process without prior permission
Excessively long breaks, returning from lunch late, leaving work early

Fails to comply with instructions or orders
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Fails to properly prepare for meetings

Personal Accountability and Responsibility

[ R

Is not accountable for his/her performance

Blames others for improper actions

Fails to analyze prior mistakes or problems to improve performance

Disciplined by any emplovyer {including military) for gross insubordination, dereliction
of duty or persistent failure to follow established policies and regulations

History of involuntary dismissal (for any reason other than lay-off}

Conducts unauthorized personal business while on duty

Safeguarding and Maintaining Property, Equipment and Belongings

a
a
O

Fails to safeguard property entrusted to him/her
Fails to maintain equipment
Loses valuable equipment

Orderliness, Thoroughness and Attention to Detall

Do ooooogogoooooOon

Pattern of disorganization in work.

Fails to attend to details {e.g., typos, missing/incorrect information)

Fails to attend to all aspects of projects and activities to be sure they are completed
Overlooks or misinterprets instructions on PHS and other documents

Fails to properly recall instructions/directions provided

Cannot properly recall pertinent/important details related to personal history
Gives up in the face of long hours or other difficult working conditions

Fails to keep current on new rules, procedures, etc.

Does not initiate proper action unless given explicit instructions

Fails to ensure that the job is performed correctly

Procrastinates

Watches the clock rather than attending to task accomplishment

Gives up or cuts corners when faced with obstacles

Performs job duties in a perfunctory manner, expending minimum amount of effort

General Conscientiousness

Resigns without notice (except where the presence of a hostile work environment is alleged)
Resigns in lieu of termination {except where a hostile work environment is alleged)

Holds multiple paid positions with different employers within a relatively brief period of time
(excluding military, and students who attend school away from their permanent legal residence)
Reprimanded or counseled for poor work performance {including military service)

Terminated or suspended from work (other than honorable discharge from military)
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Released from probationary employment status except for reduction in force
Poor record of academic achievement

INTERACTIONS WITH OTHERS

7.

INTERPERSONAL SKILLS. This involves interacting with others in a tactful and respectful manner,
and showing sensitivity, concern, tolerance and interpersonal effectiveness in one’s daily
interactions.

INDICATORS:

Sy e e Y O O

0O O

O O

Oo4oood

Provokes others by officious bearing, gratuitous verbal challenge or through physical contact
Antagonizes others

Uses profanity and other inappropriate language

Demonstrated overreaction to criticism

Social Interest and Concern {interest and concern for others)

Takes personal offense at comments, insults or criticism

Evidence of inability to get along with others in work or personal life

Makes rude and/or condescending remarks to or about others

Citizen complaints

Argumentative, loner, bully

Tolerance (lack of tact and impartiality in treating ali members of society)

Makes hasty, biased judgments based on physical appearance, race, gender or other group
membership characteristics

Refuses to listen to explanations of others

Inability to recognize how one’s own emotions/behavior affect situations and others

Having been disciplined by any employer (including the military and/or any faw enforcement
training facility) for acts constituting racial, ethnic, or sexual harassment or discrimination
During the hiring/background process, uttering any epithet derogatory of another person’s race,
retigion, gender, national origin or sexual orientation

Makes inappropriate comments to or about others regarding personal characteristics as well as
derogatory comments about specific groups (racial, gender, sexual orientation, proficiency with
the English language, immigrant status, HIV/AIDS infection, religion, transgender, social status)
Evidence of the use of derogatory stereotypes in jokes or daily language

Sexual harassment/hostile work environment incidents

Social Self Confidence/Persuasiveness {inability and discomfort approaching individuals, and in
confronting and reducing interpersonal conflict)

Avoids confrontations at all costs

intimidated by others

Minimizes or avoids interactions with others

Escalates situations by overreacting

Fails to diplomatically offer ideas or persuade others to adopt desired course of action

28



s s s O [

Disruptive/challenging to authority

Use of harassment, threats or intimidation to gain an advantage
Succumbs to peer pressure
Teamwork (inability to work effectively as a member of a team)
Resents successes and accomplishments of team members

Does not assist or request assistance from team members
Alienates colleagues by dominating interactions and activities
Gossips, criticizes and backstabs colleagues and coworkers

Fails to achieve or maintain trust with peers, supervisors and clients

INTELLECTUALLY BASED ABILITIES

8.

I O Ry

DECISION-MAKING AND JUDGMENT. The ability to make timely, sound decisions, especially in
dangerous, pressure-filled situations, and/or where information is incomplete and/or conflicting.
Able to size up situations quickly to determine appropriate action. It also involves the ability to
sift through information to glean that which is important and, once identified, to use that
information effectively.

INDICATORS:
Situation/Problem Analysis

Unable to step into a situation and figure out what probably led up to that point in time, as well
as what is likely to happen as the situation unfolds

Tunnel vision; does not see the big picture when analyzing information

Failure to consider available information or appropriate options

Spends too much time on minor issues; unable to set priorities

Adherence to Policies and Regulations

Failure to consider organizational policies and regulations when making decisions

Fails to use appropriate judgment and discretion in applying regulations and policies

Rigid adherence to rules without consideration of alternative information; needs directives to be
in black and white

Response Appropriateness

(]

R

[

Poor judgment in knowing when to confront — and when to back away from — potentially
volatile situations

Overbearing approach to resolving problems

Escalates problems by under or over-reacting

Uses force when unnecessary or inappropriate

Indecision or poor decisions when options are not clear-cut

Experiences uncertainty or insecure about making a decision

Fails to apply lessons learned from past mistakes
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9.

10.

LEARNING ABILITY. Ability to comprehend and retain a good deal of information, to recall
factual information and to apply what is learned.

INDICATORS:

t1  Dismissal or probation from school, or other indication{s) of poor academic performance

O Dismissal from a POST-certified Basic Academy, and no subsequent effort to improve in the
deficient areas

O Pattern of making repeated mistakes when faced with similar problems and negative situations,
in and outside of learning environments
COMMUNICATION SKILLS. Ability to make oneself understood, both orally and in writing.

INDICATORS:

Oral Communication

g
g
g
u

O

Speech is difficult to understand

Responses to questions are rambling, confused and/or disorganized

Expresses thoughts and emotions inappropriately through facial gesture and body language
Discussions of topics are incomplete, inappropriate, and/or filled with a lot of
unnecessary/irrelevant details

Does not listen well, thereby missing the point of what others are saying

Written Communication

T I I

filegible handwriting

Poor grammar, punctuation and/or spelling

Written communications are incomplete, disorganized, unclear and/or inaccurate
Written responses to Personal History Statement items are inappropriate, incomplete or
otherwise difficult to decipher
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7. Financial

8. Legal

9. Motor Vehicle Driver information

10. Other Topics

11. Certification of Personal History Statement

12, Supplemental Information
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MILITARY
No disqualifying information. The applicant reports she has not served in the Armed Forces, and she

was not required to be registered under the Selective Service Registration Act.

FINANCIAL

No disqualifying information. The applicant has twenty-two reported credit accounts:'e'n:d' has satisfied
them on a timely basis. The obligations reported on her Personal History Statement (PHS) form are
roughly consistent with those which appear on her credit report (TAB F) S

LEGAL

No disqualifying information. The applicant's f:ngerpnnts have been submltted to the Department
of Justice by the Anytown Police Department and the' -have conducted he o'cal criminal history
checks as well (TABS C & E). S

The applicant initially reported no, mvolvernent w1th lllegal acts within the required reporting.
However, during her independent' olygraph examination she reported having used marijuana most
recently at age 20 (on the edge. of the seven; year: reportmg requwement) and having been detained
by Arizona pohce for-dnnkmg and was released to herstepfather.

MOTOR VEHICLE OPERA ION@'

No dlsqualn‘ytng mfo”ma_tlon -'he appllcant possesses a valid California Driver License which is free
~of any collismns or c tations. She is properly insured under the California Financial Responsibility
Ac (TAB D ' S

GENERAL TOPICS:

No dlsquafn‘ying information. The applicant's mandated psychological and medical assessments were
conducted separately from this inquiry.

] Supporting documeniation is appended.

Date:

Consulting Associate Signature

Print

Name
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Current illegal use of drugs does not fall under the protection of the ADA; however, there is no
clear-cut definition of “current;” rather, the Equal Employment Opportunity Commission (EEOC)
merely states that “current” is to be considered “..recently enough to justify an employer’s
reasonable belief that involvement with drugs is ongoing”. The Personal History Statement uses
six months as a benchmark for questions on current illegal drug use; however, this time frame is
intended as a rule of thumb rather than a legally sanctioned standard.

Individuals with a history of recreational or casual drug use also fall outside the protection of the
law. Therefore, narrowly-defined questions about past drug use that do not address frequency
or extent of use are permissible pre-offer. The Personal History Statements include examples of
such questions. Any additional pre-offer questions on this topic should not be considered without
the input of fegal counsel.

Unlike illegal drug use, current and past alcoholism are protected. Therefore, alcohol tests are
prohibited prior to the COE. No pre-offer questions may be asked regarding the extent of the
applicant’s use of alcohol or other aspects of alcoholism. For example, applicants may not be
asked pre-offer how much they drink. However, questions about social use of alcohol are
permissible, as are inquiries about their (job-relevant) behavior, even if that behavior was a result
of drunkenness. For example, it is legal to ask about DUIs pre-COE, as well as whether they have
been late to or absent from work because of alcoho! {or drug) use.

THE POST-CONDITIONAL OFFER STAGE (COE)

After a COE has been extended, medical and disability related inquiries and examinations are
permissible. However, all such questions must be job-related and consistent with business
necessity, and all applicants must be subjected to the same basic inquiries. Note that a job offer
revoked at this stage may be assumed to be due to disability-related reasons; therefore, an
employer may be required to show that the applicant is unqualified or poses a direct threat.

Medical and other disability-related information must be treated with extreme confidentiality.
Screening physicians, psychologists, and even background investigators should only disclose such
information to others involved in the hiring process (including each other) on a need-to-know
basis. This information must be kept confidential and stored in a separate, secure medical file —
not with the employee’s regular personnel file. Access by others should be strictly limited. The
law allows access to this type of information by only a few selected individuals, including
supervisors or managers, who may be informed about necessary restrictions on the work or
duties of an employee and necessary accommodations.
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OMAG will pay for a one-night stay at the Best Western Saddleback Inn, if your municipality is
more than 60 miles from OKC. We will also pay for your use of an OSU vehicle during the training
to save wear & tear on your municipality’s vehicle. Transportation and meals are the
responsibility of each participant.

To enroll or get more information contact Joy Kleman at CSEP (405) 945-3285. Be sure to tell
her that your municipality is an OMAG participant.

GPS Tracking Services for Police Departments

OMAG will purchase equipment and the first year of service for GPS Dongles and monitoring for
patrol cars through our partner, U.S. Fleet Tracking. This service allows police chiefs the
opportunity to see cruiser maintenance status, review adherence to jurisdictions, and be
alerted in real-time via text message in the event of a high-speed pursuit.

For more information contact:

Kevin McCullough
Phone: (405) 657-1408, (800) 234-9461
Email: kmccullough@omag.org

Billy Carter
Phone: (405) 657-1411, (800) 234-9461

Email: wcarter@omag.org
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