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	GENERAL ORDER
Bow Police Department 
	Number:
144

	
	Title:         
RECRUITMENT & SELECTION

	
	Issue Date:
1/16/2023
	Effective Date:
1/27/2023


		
		PURPOSE:

[bookmark: _Hlk65227970]The purpose of this general order is to establish procedures for the recruitment and selection of sworn and civilian members of the Bow Police Department (BPD).

		POLICY:

It is the policy of the Bow Police Department to seek, and ultimately select, the most qualified candidate for any position within the Department. Inasmuch as the Town of Bow is an equal opportunity employer committed to creating an environment that values and supports diversity, equity and inclusiveness across our campus community, the BPD shall conduct all recruiting and selection efforts fairly and objectively without regard to race, color, sexual orientation, gender or gender identity, national origin, ancestry, ethnicity, mental or physical disability, age, or religion in compliance with the letter and spirit of applicable local, State, and federal statutes concerning equal employment opportunity. The BPD shall encourage applications from qualified individuals who will help the Department advance this commitment.  

I.	RECRUITMENT

A. The Chief of Police is responsible for the overall management of the Department’s recruitment program, and shall have the authority and responsibility for the day-to-day routine administration of the entry level employee selection process. 

B. The BPD is responsible for all recruitment functions associated with the filling of sworn and civilian positions within the Department. 					               

	1.	The Chief of Police shall be trained in recruitment and personnel matters, with an 
	emphasis on equal employment opportunity/affirmative action and the Americans with Disabilities Act as they affect the management and operations of the Department.                                                                                            

	2.	All BPD members are encouraged to become involved in the recruitment process, 	as recruitment through word of mouth, role modeling, and establishing 	relationships in the community are oftentimes the most effective recruiting tools.               

a. Employee Referrals: This may include referring all persons expressing interest in a law enforcement career to the Chief of Police for entry level information. 

b. Whenever a vacancy exists in the Department and a hiring process has been announced, BPD members may send a “Letter of Reference” in the form of an email to the Chief of Police recommending a candidate whom the member knows either personally or professionally for that vacancy.

C. Recruitment Plan 

1.        The BPD shall maintain an active recruitment program under the supervision of the Chief of Police. Recruiting activities shall occur only when there is an actual or forecasted vacancy. This plan shall focus on achieving the following objectives: 

·  To attract those persons most qualified to perform the position through the 
	 use of appropriate on-site recruitment efforts. 
·  To identify a pool of qualified applicants in approximate proportion to the  
 demographic composition of the BPD work force, the Town of Bow service  
 community, and the State of New Hampshire.
·  To promote the image of the BPD as a progressive employer that is interested  
 in attracting minority male and female applicants.
·  To provide for appropriate job announcements and publicity. 
·  To provide an orderly, clearly understood process that is fair and free from 
 discriminatory hiring practices.
·  To establish a recruiting process that will minimize the possibility of vacant 
 positions being left unfilled for an extended period of time.

2.	In order to achieve the objectives outlined above, the following shall be implemented to the extent possible within budgetary limitations:	            

a. Recruitment strategies shall reflect the nature of the job performed, as well as the knowledge, technical and interpersonal skills, abilities, training, and prerequisite personal attributes necessary to perform the essential functions of the position being recruited. 

b.	A current advertising packet may be maintained that can be provided to local, regional, and in-state community-based organizations, print media, and professional periodicals; and that can be posted on the following websites or other similar law enforcement related Web resources: 

· BPD
· NH Police Standards & Training Council (NHPSTC)
· International Association of Chiefs of Police
· NH Association of Chiefs of Police
· NH Municipal Association
· Post-secondary educational institutions
· UNH Career Placement Office
· UNH Office of Multicultural Affairs
· Massachusetts Association of Minority Law Enforcement 
Officers
· International Association of Chief of Police
· NAACP
· Asian American Law Enforcement Association 
· National Hispanic Law Enforcement Officers Association 

c.	While the primary focus of the recruitment plan shall be to attract applicants who are residents of Merrimack County, if necessary, the BPD will conduct recruitment activities throughout New Hampshire as well as outside the state in order to attract the best qualified law enforcement candidates.

d.	The Chief of Police or designee may make periodic contacts with other Town department heads and service organizations in the region to request their assistance or advice in the recruiting effort through referrals or by publicizing existing or anticipated BPD job vacancies.	               

(1)        The Chief of Police or designee may provide such organizations or                 
leaders with necessary information about the BPD or other  recruitment material.

	(2)	The Chief of Police or designee may make presentations to 	students taking Criminal Justice or related courses at the following 
	institutions to promote and recruit students for full-time career opportunities with BPD after graduation.
	
· Colby-Sawyer College
· River Valley Community College
· NHTI
· Granite State College
· New England College
· Rivier University
· Southern NH University

	e.	The BPD may participate in on‑site recruiting activities to include "career 	days," job fairs, or law enforcement career related forums and academic 	programs held at the above colleges and universities as well as similar 	activities at other colleges and universities in New Hampshire with 	Criminal Justice or law enforcement related curriculums when approved 	by the Chief of Police.

	f.	The BPD should also develop relationships with organizations that support 
	our military men and women and veterans (e.g., VFW Post 816, American Legion Posts 15 and 55, etc.).

	3.	The Department's budgeted and authorized strength is established in the BPD 	operating budget as approved by the Board of Selectmen. Annual recruitment 	expenditures are contained in the budget governing each vacancy. 


		4.	The Chief of Police may seek input from the entire BPD staff as well as the staff of 
			the Town Office to evaluate the BPD’s recruiting plan as needed. 

a. This review may include, but not be limited to, examining the number of applications for employment received, the gender and proportion of minority and non-minority applicants, and the areas where the applicants resided at the time of application.
 
b.	At that time, the plan may either be continued or revised as necessary and appropriate to meet the overall goals of the Department’s recruiting plan, to include redesigning relevant sections of the BPD website and presence on social media, a more aggressive targeting of minority advertising, and greater use of multi-media contacts.   		                      

               D.            Student Internships

1. Student internships completed with BPD provide a valuable opportunity to promote the Department and expose potential future applicants to the unique style of policing that is practiced in the Town of Bow. Thus, all members are encouraged to promote BPD internships to students and faculty at NH colleges and universities within and proximate to Merrimack County.

2. Currently registered students enrolled in a Criminal Justice or a related program may be allowed to meet their internship requirement at BPD. Students must be referred by their faculty or academic advisor or department head, and shall meet with the Chief of Police prior to approval.  

3. Internships may also be offered to high school juniors and seniors at Bow High School, as provided by G.O. #145 Volunteer & Internship Program.

E.           Job Announcements & Advertisements

1. The Chief of Police or designee shall be responsible for coordinating and implementing the advertisements for any job vacancies or testing being conducted for any full-time or part-time sworn or civilian position, including student internship office positions. 

	a.	Newspaper advertisements may be placed in appropriate local and in-
		state news media and shall outline the position to be tested for.             

b. When a vacancy occurs, an advertisement may be posted to the BPD website, on the BPD Facebook page, or other appropriate social media sites. 

c. Persons responding to job postings will be provided with all necessary application information at the BPD website.    
                        
2. The BPD shall advertise as an Equal Opportunity Employer on all employment applications and recruitment advertisements.	
3. The Chief of Police or designee shall insure that brief descriptions of the positions are developed and maintained to distribute to applicants or other persons expressing an interest in employment in those positions. Such material shall provide a description of the duties, responsibilities, requisite skills, educational level, physical requirements, and the steps in the testing process for the position to be filled.	                                               

               F.             Application Process - General

		 1.	Any person expressing interest in full-time employment with the BPD shall be 	
			referred to Policeapp.com.

a. Resume Required: All applications for employment must be accompanied by a resume (aka Curriculum Vitae), and will be accepted only when there is a vacancy in the Department. 

b. Persons expressing an interest in a position with BPD will be provided with all necessary application information and information about the process, including expected duration of the process.	            

c. Content of Postings: Vacancy postings shall include a brief description of the duties and responsibilities of the position, the minimum and additional desirable qualifications, requisite skills, educational level, benefits and salary range, and a closing date/deadline for receiving applications.	
          
d. Application Screening:

(1)	Upon receipt of an application, a screening of the form and the resume shall be conducted to determine if the applicant meets all minimum qualifications for the vacant position.
		 
(2)	The Department will notify an applicant that his/her application has been received, however they will not be advised if they are qualified to continue in the selection process until after the closing date of the application process.
   
(3)	At the conclusion of the hiring process relating to a vacancy, to include final appointment of a successful candidate(s), the Chief of Police may send a written notification to all unsuccessful applicants.                                                                          
												2.	Only the Town Manager, the Chief of Police and the BPD Administrative Assistant 
		shall accept the application of any person for a full-time or part-time sworn or 
		civilian position.  

	a.	No BPD member shall accept any resume, curriculum vitae, or other 	correspondence indicated or intended to be or serve as an application for 
	same; and shall direct the potential applicant to the BPD website at this link - https://bownh.gov/247/Employment.

b. If contact information is readily available, an attempt should be made to 
notify the person by telephone or email of the proper application process 
for the position for which they wish to apply.

		3.	Screening of all applications, including applications for student interns, will include				criminal and motor vehicle record checks.                                        

		4.	Incomplete Applications: Applications shall not be rejected because of omissions 
	or deficiencies that can be corrected prior to any initial written examinations or interview testing process. However, applicants may be disqualified who have provided either verbally or in writing any incorrect, misleading, or false statement(s).  

	5.	It is the goal of the BPD to hire the most qualified person as soon as possible but 	within 90-120 days of an actual vacancy. 

	G.	Entry Level Police Officer Application Process

	1.	Applicants for full-time and part-time Police Officer positions shall follow 
		the procedures in section F above, as well as the following. 

2.	Minimum Qualifications: All applicants are eligible to participate in the testing process. However, as established by NH statute, a candidate must meet the following minimum requirements before being hired as a Police Officer:

a.	Must be a United States citizen.

b.	Must possess a high school diploma or a General Educational Development (GED) certificate as prescribed by the NH Department of Education. In the absence of proof of successful high school completion or GED test, the NHPSTC may recognize a transcript verification of successful completion of a minimum of two years of college work at an accredited institution.  

c. Must have attained their 21st birthday at the time of appointment to a sworn position.

d. Must be able to perform all of the essential functions of the job of a Police Officer as stated in the current job description for that position (with or without reasonable accommodation).

e. Must possess a valid NH driver’s license or the ability to obtain one prior to receiving a final employment offer.

f. Binocular vision with corrected distance vision of 20/30 Snellen in the
weaker eye, and shall be for both eyes together. Near vision or corrected to 20/20. Near vision of not worse than 20/40 corrected binocular.

g.	Hearing, whether natural or aided, that is able to appropriately detect those noises and sounds associated with the patrol function. The applicant shall be able to hear a whisper at 15 feet and if using an aid, the device shall have an automatic shut off for the applicant’s own protection. 

h.	Able to pass a medical examination by a physician of the Department’s choice. The Police Standards and Training Council Form “D” shall be used as a benchmark.

[bookmark: _Hlk112933352]i.	Successful completion of a thorough background investigation, to include full and complete disclosure on a Pre-Employment Information Questionnaire.

j.	Submit to and pass psychological and polygraph testing.

[bookmark: _Hlk103689405]k.	Submit to and pass drug screening testing.

l.	Any other test or examination as determined by the Chief of Police.

3.	The BPD shall maintain contact with the applicant from initial application to final employment disposition. Contact may be maintained through written correspondence as follows:

a.	A letter of instruction will provide the candidate with all of the information necessary regarding additional procedures that are followed for any advanced testing. 

b.	Candidates who submit their application to enter the testing process will receive written confirmation of the date, time, and location of the testing process.

c.	Candidates selected for further testing shall receive written or verbal status updates as necessary to keep them advised of the progress of their application. 

II.	SELECTION

A. General Procedures

1.	The Town Manager is the appointing authority for all full-time BPD employees 
with guidance from the Chief of Police or designee.

2.	The BPD selection process shall be conducted in compliance with all applicable state and federal laws, the Town of Bow Personnel Plan, and The BPD Manual.
	 
		3.	The Chief of Police or designee shall submit NHPSTC employee status notification 
			forms to the NHPSTC within ten (10) days of the appointment of a new Police 				Officer.         
                                      
	B.	Reliability, Validity & Job Relatedness

1.	The administration, scoring, evaluation, and interpretation of all components of the selection process shall be done in a uniform manner.  
                        
2.	Any written testing administered by the Department to applicants for employment shall be documented as having validity and reliability.

3.	All other testing administered by the BPD shall be of practical value and appropriate in determining predictions about a candidate's future job performance by measuring traits or characteristics that are a significant part of the job.

		4.	All data and records used to monitor the job relatedness of all elements of the 
			selection process shall be maintained by the Chief of Police or designee for a 
			period of one (1) year from the closing date of each selection process.

5.	If the BPD contracts with a private organization or vendor, all selection process testing shall meet the professional and legal requirements of being job related for the position being tested. 

C.	Scoring, Security & Storage

1.	All elements of the selection process shall be administered by members of the BPD or authorized persons under their direction who have been sufficiently trained in carrying out the selection functions.

2.	Candidates may be required to compete in the selection process as determined by the Chief of Police, who reserves the right to waive components of the selection process as s/he deems appropriate.

3.	Security of the selection materials is the ultimate responsibility of the Chief of Police, which is shared with the administrator of each phase of the selection process.

a.        To ensure that confidentiality is maintained when they are not in use, all 
	selection materials shall be securely stored in the Office of the Chief of 
	Police and not be left unattended.
          
b.         Selection materials shall be disposed of by shredding.  
D.	Lateral Entry

1.	Lateral entry shall be permitted for entry-level Police Officer by candidates who meet the standards set by the Department.

2.	Lateral entry candidates may be required to compete in the selection process as 
determined by the Chief of Police, who reserves the right to waive components of the selection process as s/he deems appropriate. 

3.	Lateral entry candidates must submit a Waiver for Lateral Hire form along with 
other required application materials, and must meet the following additional requirements:

· Possess a current full-time law enforcement training certificate 

· Be currently employed in law enforcement within the last 2 years

E.	Re-Application/Re-Testing (For Sworn Positions Only)		                                 

		1.	An applicant who fails any single component of the Physical Agility Test (PAT) will 
			not be allowed to continue in the hiring process. 

		2.	Applicants who fail any phase of the testing process may reapply for the next hiring 
			process for subsequent vacancies.

		3.	Candidates who are determined to be ineligible for appointment as a result of a 	
			single test, examination, interview, or investigation, shall be notified of the reason, 
			in writing, within thirty (30) days of such a decision. 	                   

F.	Records Retention 						  		    

1.	The records of all candidates for employment, to include at a minimum written results and reports, scoring and answer sheets, interview notes, and all interview questionnaire and evaluation forms used during oral interviews shall be maintained for a period of the calendar year during which the documents were received by the Department plus three (3) years, at which time they may be destroyed.

2.	The selection records of all successful applicants will be maintained in the member's Department personnel file for the length of their employment and after separation.

3.	All medical and psychological examination results and records will be kept in a secured storage area or digital/electronic file. Access will be restricted to those persons legally entitled to review these records. BPD personnel may only access these records with the permission of the Chief of Police or designee. 

III.	SELECTION PROCESS 

A.	The BPD selection process generally consists of:

· Submission of Town of Bow Application for Employment form and Resume
· Physical Agility Testing
· Written examination 
· Oral Board Interview 
· Conditional Offer of Employment
· Medical Examination (including drug screen)
· Extensive Background Investigation
· Psychological Examination 
· Polygraph Examination
· Executive Interview with Chief of Police
· Final Offer of Employment 

B.	Initial screening requirements are as follows:			                

1.	For all full-time Police Officer positions, at a minimum:

· CJIS/SPOTS criminal and motor vehicle record check
· Physical Agility Test
· Oral board interview
· Background investigation
· Polygraph examination
· Medical/physical examination
· Drug screen
· Psychological evaluation
· Executive interview with the Chief of Police

	2.	For part-time and full-time civilian positions, at a minimum:

· Oral board interview
· Skills test (if applicable)
· Background check 
· Executive interview with the Chief of Police

	3.	  For student interns:

· Criminal and traffic record checks
· Verification of student status
· Interview with Chief of Police or designee

C.	Phase I

1.	Initial Contact

a.	Persons expressing an interest in a position with the Department must provide the BPD with a current resume.  

· If there is no position open, a letter may be sent to the applicant stating so but keeping their application on file for the remainder of the current year.  

· If a position becomes available during that time, a testing letter may be sent to the applicant advising them of a test date, location, and the testing requirements.

b.	Persons responding to an advertisement of a vacancy will provide the BPD with paperwork authorized by the Department. After the posting date closes, a testing letter will be sent to the applicant advising them of a test date, location, and the testing requirements.

2.	Initial Testing Schedule

a. All candidates who have submitted the required paperwork shall be notified as to the date, time, and location of the on-site phases of the selection process in sufficient time to allow them to make necessary arrangements for travel, etc. They will be instructed to notify the Department to indicate whether they will be participating.

b. Prior to the initial phase, all candidates must furnish copies of a state issued photo identification indicating that they will be 21 years of age on the date of the testing.

		3.	Physical Agility Testing

a. The physical agility test (PAT) shall be the first examination which Police Officer applicants must successfully pass in order to be considered for employment with the BPD, and shall meet the standards of utility, validity, and adverse impact.

b. Entry level candidates shall be required to pass the PAT assessment at a level equal to that required to enter the police academy as established by NHPSTC rules. Entry level fitness assessments will only be conducted after the candidate has signed a waiver to participate.

c. Applicants shall be provided with an outline of the PAT requirements prior to testing to allow them to prepare for the test.

d. Applicants must pass the PAT to be considered for further participation in the selection process. The system shall be pass/fail.

e. Applicants who fail the PAT shall be notified in writing following the portion of the test which s/he failed. 

4.	Written Examination

a.	The BPD may utilize a written exam purchased from a reputable testing company or one developed within the Department, and will be administered by qualified members of the BPD. 

b.	All non-certified NH Police Officer applicants interested in employment with the Department shall be required to participate in the written examination.

c. Applicants who are NH full-time certified Officers may not be required to take the written examination at the discretion of the Chief of Police or designee.

d. All candidates who pass the written entrance examination with a score of 70% or better may be offered the opportunity to participate in the interview examination process. 

e. Candidates deemed to be ineligible on the basis of their written test score shall be so advised in writing of ineligibility within ten (10) business days.

f. Upon notification of their test score, candidates shall be advised of the policy regarding re-application and re-testing. All candidates that are re-tested shall be considered as new applicants.

                             5.	Oral Board Interview: The Oral Board shall be the second of the several testing 				procedures.

a.	The Oral Board may be comprised of up to three (4) individuals – a Bow Police Lieutenant or Sergeant, additional Officers, and a community member.

b.	If available, the background investigator should make every effort to 
observe the boards. When observing, the background investigator will be 
positioned in the back of the interview room and ask no questions of the 
candidate.  

c.	Oral Board participants shall be provided with complete verbal 
instructions by the Department prior to their participation in the process.

d.	Oral Board interview results shall be numerical ranked, which compares 
candidates on an equal basis.

e.	Oral Board interviews shall be as consistent and objective as possible and use a standardized rating scale for recording performance results.

6.	Conditional Offer of Employment

a. Before a candidate may continue with the other phases of the selection 
process, a conditional offer of employment will be made by the Chief of Police.  At this time, the candidate may be required to meet with the Chief of Police. 

b.	At this point in the process, applicants will be ranked using a combination of their scores from any written examinations administered, the physical fitness test, and the oral interview. 

(1) The decision to accept or reject an applicant will ultimately be that of the Chief of Police.  

(2)	Candidates who are not selected for hire will be notified by the Department in writing within 30 days of that decision.   

c.	Depending on the number of vacancies, the highest ranked applicant(s) will then be given a conditional offer of employment in writing by the Chief of Police.

(1) Prior to extending a conditional offer of employment, the Chief of Police will determine the starting salary to be offered.

(2)	The conditions to be listed in the written offer shall include at a minimum the following depending upon the vacancy for which the candidate is being selected:

(a)	For full-time Police Officer, the applicant must successfully pass those items listed in Part III, A & B.1 above. 

(b)	For a full-time civilian position, the applicant must successfully pass those items listed in Part III, B.2 above. 

d.	The conditional offer of employment shall set forth specific applicant requirements that must be met by the candidate prior to employment as a probationary Police Officer.  

(1)	Candidates that successfully complete the requirements set forth in the conditional offer shall be extended a final offer of employment.

(2) The conditional offer shall be consistent with ADA regulations.  

(3) Any candidate who is to be considered for advanced selection procedures must sign the conditional offer and agree to comply with all of the conditions contained therein.

			e.	The psychological evaluation, medical examination, and drug screen will 
be administered at no cost to the candidate.  
							
		(1)	The medical examination is designed to reveal any medical 
	condition that may inhibit work performance or contribute to work related disabilities. 
  
(2)	A qualified physician contracted by the Department will conduct the medical examination. 
                   	
f.	Each candidate receiving a conditional offer of employment shall be required to complete an Authorization for Release of Information form, and to be fingerprinted. 	

D. Phase II

1.	Applicant(s) who have successfully passed Phase I testing and are given a conditional offer of employment shall be fingerprinted and photographed.  

a.	Three (3) applicant fingerprint cards shall be completed. One will be sent to the FBI for Criminal Record History Information, one to the NHPSTC, and the third card will become a permanent part of the candidate's file. 

b.	A photograph shall be taken for identification purposes and will become a permanent part of the candidate's file, and for department identification if appointed.

	2.	Background Investigation

	a.	With the exception of candidates for civilian positions, a complete and 
		thorough background investigation shall be conducted on each applicant
	for a full-time or part-time Police Officer position prior to final appointment as part of the conditional offer of employment.  
	        	                                          				    
b.	Prior to initiating the background investigation, the candidate may be required to complete and submit to the background investigator a Pre-Employment Information Questionnaire.

(1)	The packet shall be completed if the candidate is being considered for a first-time, entry-level Police Officer position; i.e., s/he has never been a sworn Police Officer in any jurisdiction within the United States and its territories.

(2)	If the candidate has previously served as a sworn Police Officer, a Pre-Employment Information Questionnaire shall be completed.  

c.	All background investigations should be conducted in accordance with NHPSTC rules and the NHPSTC Background Investigation Manual, and shall include:                                                                   

(2) Verification of the applicant’s qualifying credentials and past 
employment history as shown on their application.          

(2)        Review of the applicant’s NCIC criminal record, if any, in all 
jurisdictions of residence and employment under all known identities.	                                                        

(3)	Computer inquiries of motor vehicle records and license records 
in all states of residence and employment.

(4)	Verification and contact with at least three (3) personal and three (3) professional references, as well as the candidate’s parents, guardian, spouse, significant other, or other person with whom the candidate resided during the three (3) years prior to application. 	
	                       
(5)	Determination of Drug Usage: The following drug usage bars a
person from being hired as a Police Officer in New Hampshire. 

(a)	Has ever illegally manufactured, transported for sale, or sold a controlled substance. 

(b) 	Within 36 months before the application for hire, has illegally used a controlled substance other than Marijuana, unless the applicant was under the age of 21 at the time of using the controlled substance, in which 24 months shall apply. 

(c)	Within 12 months before the application for hire, has used marijuana.
 
(d)	While employed in a law enforcement capacity, has ever illegally used a controlled substance.	

(6)	Bias Indicators: Specific thorough due diligence vetting shall be conducted for demonstrations in any form by the candidate of outward bias toward a protected group by way of past history, behavior, affiliations with subversive groups (e.g., white supremacists, Proud Boys, Skin Heads, KKK, etc.), social media posts, and other objective sources. 

d. 	References: In addition to the above NHPSTC requirements, the background  investigation shall also include verification of at least two investigator-developed reference checks. These may include:

· Inquiries made to past and present neighbors, spouses, and landlords.

· Acquaintances, character references, and members of fraternal and social organization to which the candidate belongs or has belonged.

· Any other sources of information which the above contacts show to be important.

· Transcripts from schools attended within the past 10 years, military achievements, prior employment and residency records, as well as documentation of birth records, citizenship, credit records, etc. 

e.	Social Media Presence: As authorized by G.O. #121 Use of Social Media, Part VI, B.5, a review shall be made of any/all social media networking sites on which the candidate has a presence and/or has placed postings or status updates that would violate the letter and/or the spirit of the personal use prohibitions in Part VII, A.1j of Policy #121, or that would constitute conduct unbecoming a member as per Policy #111 Code of Conduct, Part V, A, 3.6.

f.	Required Training: BPD members used to conduct a background investigation shall be trained in collecting the required information prior to being assigned as a background investigator.				  
 
g.	Final Report: The final report and all attachments related to each background investigation on a candidate who is hired by the Department shall be maintained in the member’s Department personnel file. 

h.	Automatic Disqualifiers: The decision to reject an applicant based upon past criminal history will be made by the Chief of Police. Any record of the following may be considered automatic disqualifiers for employment:

(1)	Domestic Violence Protective Order, civil protection order, temporary or permanent restraining order, stay-away order, or any similar order issued by a court of competent jurisdiction.

		(2)	Arrest for DWI, Reckless Driving, Operations After Suspension.

(3)	Issuance of a Bench Warrant for failure to appear in court or to pay a fine.
i.	Other Disqualifiers: As determined by the Chief of Police, a candidate may also be rejected for the following:

(1)	A record stored in a law enforcement database identifying the candidate as a suspect in any felony, sex offense, or misdemeanor involving moral turpitude in any jurisdiction regardless of the final disposition of the case, including juvenile cases. 

(2)	A verified record of issuance of an IRS tax lien or other lien for unpaid property or personal taxes issued by any State, incorporated Town, or municipality. 

j.	Those candidates who are determined to be ineligible on the basis of sub-sections 7.h or 7.i above will be notified in writing within 30 days of that decision. 

k.	The results of a background investigation, including the personal history statement, summary report, notes from interviews of references or other persons contacted, or other supporting documentation, shall not be released or copies provided to an unsuccessful applicant, unless the BPD is directed to do so in response to a subpoena duces tecum or other order issued by a court of competent jurisdiction, or to comply with federal law (e.g., the Freedom of Information Act) or RSA 91-A Right To Know law. 	                                         

	3.	Polygraph Examination	
							
		a.	A polygraph examination will be given to all Police Officer candidates prior
	to final appointment as part of but only after receiving a conditional offer of employment.   
                                                           
		(1)	Polygraph examinations shall be used as an investigative tool, and 
	will be administered and evaluated only by persons trained in this field and certified by the State of NH and/or the NHPSTC. 

(2)	Polygraph examiners from other NH law enforcement agencies or police municipalities are generally used by the BPD. However, nothing will prevent the BPD from using another approved professional polygraph examiner.                                                        

	(3)	Single Disqualifier: Based on the NH Supreme Court’s ruling in 	State v. Laurie (139 NH 325), the polygraph examination may be 	used as a single determinant of employment status.

(a) An outcome of “failed” on a polygraph examination may be grounds for immediate withdrawal of any previous conditional offer of employment.
(b) Any candidate who fails a polygraph examination administered by or at the behest of this Department may not be permitted to participate in any future selection process for a sworn or civilian vacancy with BPD. 

b. In many respects, the polygraph is an extension of the background investigation, and the examiner and background investigator must work closely together during this process. The sharing of information is critical, as this process serves to confirm the applicant information received through the background investigation as well as the oral interview process.

c.         Prior to administration of the polygraph examination, the candidate shall 
	be served a Consent to Pre-Employment Polygraph Examination form. 

		(1)	If the candidate refuses to sign the Consent form, the session shall 
	be cancelled and the candidate dropped from the selection process. 

		(2) 	Refusal to sign a Consent form may also result in the candidate 
			being prohibited from participating in any future selection process 
			for a sworn vacancy with BPD. 

	d.	Once a candidate has been given a conditional offer of employment, 	and they have been moved forward to the polygraph examination phase 
	of the selection process, they shall be informed of a list of areas from which polygraph questions will be drawn before the polygraph examination begins. Questions will be asked about the following areas, at a minimum:

· Physical and mental health
· Previous employment
· Security clearance (if any)
· Alcohol
· Drugs
· Gambling
· Military service
· Driving Record
· Marital status
· Sexual activity
· Credit & financial status
· Criminal Record
· Job of a Police Officer 

	e.	Questions for the exam should be based on but not limited to information 
	contained in the applicant’s employment application form and resume, 
	his/her oral board interview responses, and the pre-polygraph 
	questionnaire.                                                                            

			f.	The polygraph examiner shall prepare an evaluative report, and submit 
the report and polygraph results to the Chief of Police.

			g.	Confidential Results: The results of a polygraph examination, including 
	the pre-polygraph questionnaire, summary report, notes from interviews with other persons contacted during a follow-up to a polygraph examination, or other supporting documentation, shall not be released or copies provided to an unsuccessful applicant, unless the BPD is required to do so in response to a subpoena duces tecum or other order issued by a court of competent jurisdiction, or to comply with federal law (e.g., the Freedom of Information Act) or RSA 91-A Right To Know law. 

		4.	Psychological Evaluation

	a.	A psychological evaluation shall be conducted on each Police Officer 	candidate prior to final appointment as part of and only after receiving a 
		conditional offer of employment.	
				
b.	Psychological testing may include, but not be limited to the following elements: 

· Minnesota Multiphasic Personality Inventory II
· Inwald Personality Inventory
· Shipley Institute Living Scale
· Personal Interview

c.	The examination shall be conducted only by a qualified psychologist or professional psychological testing firm using valid, useful, and non-discriminatory procedures to make judgements regarding the emotional and psychological suitability of the candidate. 

d.	A report containing the analysis of all phases of the psychological assessment shall be maintained as part of the candidate's applicant file.  In cases when the candidate is hired, the report shall be maintained as part of the employee's medical file.

e.	The results of a psychological evaluation shall not be released, nor shall copies be provided to an unsuccessful applicant, unless the BPD is directed to do so in response to a subpoena duces tecum or other order issued by a court of competent jurisdiction, or to comply with federal law (e.g., the Freedom of Information Act) or RSA 91-A Right To Know law.

			5.	Medical/Physical Examination

a.	Each candidate for a Police Officer position shall be required to take a 
medical/physical examination prior to final appointment as part of and only after receiving a conditional offer of employment.          
 
b.	A medical/physical examination and drug screen of each applicant shall be conducted using valid, useful, confidential, and non-discriminatory procedures.

c.	Only licensed physicians selected by the BPD shall be used to certify the general health of candidates.

d.	The examining physician shall be provided with a NHPSTC “Physical Examination Form” as specified in PSTC RULES.

e.	In cases where the medical examination reveals a condition, which, in the opinion of the BPD, could inhibit or bar the applicant’s ability to perform any of the essential functions of the job of Police Officer, then the Chief of Police may authorize further investigation or examination of the condition. 

f.	The results of a medical/physical examination shall not be released, nor shall copies be provided to an unsuccessful applicant, unless the BPD is directed to do so by the Town Attorney, in response to a subpoena duces tecum or other order issued by a court of competent jurisdiction, or to comply with federal law (e.g., the Freedom of Information Act) or RSA 91-A Right To Know Law.

6.	Executive Interview with Chief of Police

a.	At this point in the process, the person responsible for the selection process shall arrange a final interview with the Chief of Police (or designee) and the candidates who have successfully passed the aforementioned phases of the selection process. 

b.	Prior to this scheduled interview the Chief of Police shall be provided with all relevant materials from the background investigation and Phase II Testing.	           				                           

c.	Upon completion and receipt of all pertinent material, the Chief of Police shall make a final review of the candidate's complete file and shall determine if the candidate is to be recommended for appointment as a probationary Police Officer. 

		7.	Training Contract

a.	The Department may require a training contract to be signed prior to the newly hired Officer’s attendance at the NH Police Academy. 

b.	The Officer, if s/he elects to sign the contract agrees to reimburse the  Department certain funds used to train the Officer if that Officer separates from the agency within three (3) years of his/her graduation date from the Police Academy. 

c.	If the Officer refuses to sign the training contract, the Department may terminate said employment at any time. 

d.	The amount of the training contract shall be an amount determined by the Chief of Police and approved by the Board of Selectmen. This amount shall be the cost associated with the Officer’s salary during the recruit academy, field training, administrative and other training costs, and uniforms and equipment purchased for the respective Officer. 

e.	The “payback” amount may be prorated at the discretion of the Board of Selectmen.

		8.	Probationary Period 

	a.	One of the most important components of the selection process is the 	probationary period. During this period, the probationer’s training and 	job performance are evaluated and a decision is made regarding 	him/her achieving permanent employment status.

b.	All sworn employees appointed shall be considered on probation for one (1) year unless other arrangements are agreed upon by the Chief and appointing authority. Uncertified officers who attend the NH Police Academy shall continue on probation for one (1) year from the date of Academy graduation. Civilian employees shall be considered on probation for a minimum of six (6).  

(1) This period may be extended for sworn employees in accordance with Town policies and Department procedures as per G.O. #128 Field Training & Evaluation Program, Part I, E.3.

(2)	An extension should be considered when a newly hired Police Officer’s attendance at the NHPSTC academy absorbs most of that 12-month probationary period; or the probationer’s academic, skills, or behavioral records while attending the academy justify an extended period for evaluating the probationer following academy graduation.
		
(3)	Probationary and part-time Police Officers serve at the pleasure 
of the Chief of Police. Probationary status may be extended for up to an additional 60-120 days at the discretion of the Chief of Police, for an employee who requires remedial services, such as specialized training or professional counseling. 

	               (4)	A probationary employee has no right of grievance, but may request an interview with the Chief of Police.

		(5)	After an employee has completed his/her probationary period, the Chief of Police will notify the employee. The employee will then be advised that they now enjoy permanent status and are subject to the procedural safeguards that status entails.

	8.	Selection Process for Applicants for Civilian Positions	  	  

	a.	The selection process for entry-level civilian members for full-time 	positions shall consist of those steps described in Part III, B.2 above.

	b.	All record keeping/filing, applicant notification protocols, and document 	retention and destruction requirements shall be the same for civilian 	
		members as for sworn members.

	c.	Student interns will not be required to serve a probationary period.  	
However, their employment may be terminated at any time for reasonable cause. If terminated for cause, they may not be allowed to participate in future internship opportunities or hiring processes unless approved by the Chief of Police.

VII. 		APPLICABILITY & COMPLIANCE
 
A.        This general order shall apply to all BPD members, including part-time employees, paid 
and unpaid interns, and civilian volunteers consistent with their job classification and specific assigned duties and responsibilities. BPD members assigned to or assisting other law enforcement agencies shall be guided by this general order. Formal disciplinary action may be imposed for any violation of this general order.

	B.	This general order constitutes departmental policy and is intended for the internal governance of the Bow Police Department.  As provided in RSA 516:36,  in any civil action against any individual, agency or governmental entity, including the State of New Hampshire, arising out of the conduct of a law enforcement officer having the powers of a peace officer, standards of conduct embodied in policies, procedures, rules, regulations, codes of conduct, orders or other directives of this local law enforcement agency shall not be admissible to establish negligence when such standards of conduct are higher than the standard care which would otherwise have been applicable in such action under State law.  


By Order of:
Kenneth P. Miller
Chief of Police



Amends: BPD Policy #20-06

Sources: 
UNHPD Policy #P-0230, P-0240
Durham PD G.O. #31.1.1, 31.1.1a, 31.2.1, 32.1.1
Hudson PD Policy # 210.2
Grafton Co. SD G.O. #133
Governor’s Exec. Order 2020-19 dated 10-7-2020
Franconia PD G.O. #136
New London PD Dir. #
Littleton PD Policy #141

CALEA Standards:  31.1.1; 31.1.2; 31.2.2; 31.3.1; 31.3.3 ; 31.3.4; 31.4.7 
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