
HILLIARD CIVIL SERVICE COMMISSION  
IS ACCEPTING APPLICATIONS FOR EXAMINATION OF  

 
POLICE OFFICER 

 
APPLICATIONS ARE AVAILABLE IN THE LOBBY OF 

CITY HALL 
3800 MUNICIPAL WAY 

THURSDAY AND FRIDAY, JANUARY 30 & 31, 2014 
AND  

MONDAY FEBRUARY 3, 2014 - FRIDAY FEBRUARY 7, 2014 
BETWEEN THE HOURS:  8:00A.M. TO 5:00P.M.  

MONDAY – FRIDAY    
OR  

ONLINE AT:  
www.HilliardOhio.gov  

(MAKE SURE YOU FILL OUT AND RETURN THE 
“HILLIARD CIVIL SERVICE EXAMINATION 

APPLICATION” AND NOT “THE CITY OF HILLIARD 
APPLICATION”) 

 
POSTMARK DEADLINE: 

ALL APPLICATIONS, INCLUDING THOSE COMPLETED 
ONLINE, MUST BE NOTARIZED AND POSTMARKED NO 

LATER THAN SATURDAY FEBRUARY 8, 2014 AND MAILED 
TO: 

HILLIARD CIVIL SERVICE COMMISSION,  
ATTN: CIVIL SERVICE SECRETARY 
P.O. BOX 352, HILLIARD, OHIO 43026. 

In order for your application to be accepted a $20.00 non-
refundable fee must accompany your application.  Check or 

money order must be made payable to: City of Hilliard.  
THE EXAMINATION IS SCHEDULED TO TAKE PLACE THE 

WEEKEND OF MARCH 1ST.  TIME AND PLACE TO BE 
ANNOUNCED AT A LATER DATE. 

THE CITY OF HILLIARD IS AN EQUAL 
OPPORTUNITY EMPLOYER. 

 
 
 
 

http://www.hilliardohio.gov/


 
HILLIARD CIVIL SERVICE COMMISSION 

 
POSITION INFORMATION SHEET 

 
POLICE OFFICER 

 
1. APPLICATIONS INCLUDING THOSE COMPLETED ONLINE, MUST BE 

NOTARIZED AND POSTMARKED TO :  HILLIARD CIVIL SERVICE 
COMMISSION, ATTN: CIVIL SERVICE SECRETARY, P.O. BOX 352, HILLIARD, 
OHIO 43026 NO LATER THAN FEBRUARY 8, 2014, WITH A NON-REFUNDABLE 
$20 EXAM  FEE.  CHECK OR MONEY ORDER MADE PAYABLE TO: CITY OF 
HILLIARD. 

 
2. EMPLOYMENT TYPE:   FULL-TIME 

 
3. DEPARTMENT:   HILLIARD DIVISION OF POLICE 

 
4. SALARY RANGE:  $47,825.44 TO $55,523.52 

 
5. JOB REQUIREMENTS:  APPLICANTS MUST HAVE ATTAINED THE AGE OF 21 

ON OR BEFORE THE DATE OF THE WRITTEN EXAMINATION. NO PERSON MAY 
APPLY FOR OR RECEIVE AN ORIGINAL APPOINTMENT AS A POLICE OFFICER 
IF THAT PERSON HAS ATTAINED THE AGE OF 35 YEARS OR OLDER, AND NO 
PERSON CAN BE DECLARED DISQUALIFIED AS OVER AGE PRIOR TO THAT 
TIME.  HIGH SCHOOL GRADUATE OR G.E.D. REQUIRED.  MUST BE A U.S. 
CITIZEN.  MUST HAVE A VALID STATE OF OHIO DRIVER’S LICENSE.  MUST BE 
IN GOOD PHYSICAL CONDITION AND MUST PASS THE “COOPER INSTITUTE 
PHYSICAL FITNESS STANDARDS”, DRUG SCREENING AND PSYCHOLOGICAL 
EVALUATION.  MUST PASS AND MAINTAIN FIREARM CERTIFICATION 
ANNUALLY.  MUST BE OF GOOD MORAL CHARACTER, AND ABLE TO PASS A 
WRITTEN EXAMINATION AS WELL AS PASS A RIGID BACKGROUND 
INVESTIGATION, INCLUDING A RECORD CHECK AND POLYGRAPH.  OHIO 
AREA RESIDENCY REQUIRED PRIOR TO APPOINTMENT. 

 
6. SUPERVISOR:   SERGEANT OR SENIOR OFFICER IN CHARGE 
 
7. BENEFITS:  OHIO POLICE AND FIRE PENSION FUND, MEDICAL, DENTAL,  
 VISION, VACATION, SICK LEAVE, ETC. 
 
EXAMINATIONS WILL BE GIVEN SATURDAY, MARCH 1, 2014 AND DEPENDING 
ON THE AMOUNT OF APPLICATIONS RECEIVED, POSSIBLY SUNDAY, MARCH 
2, 2014 AT THE SAFETY SERVICES BUILDING LOCATED AT: 5171 NORTHWEST 
PARKWAY, HILLIARD, OHIO 43026.   
 
The Hilliard Civil Service Commission will notify you by mail of your test time after receipt of 
your application and $20.00 non-refundable fee. Direct all inquiries to the Civil Service 
Commission at 614-876-7361, Ext. 770 (leave message).  A valid picture I.D. is required on 
the day of examination.  No calculators or cell phones allowed in the building during the exam.  

 
THE CITY OF HILLIARD IS AN EQUAL OPPORTUNITY EMPLOYER. 



CITY OF HILLIARD 
CLASSIFICATION DESCRIPTION 

 
POLICE OFFICER 

Classification #: 
01 
FLSA Status: 
Non-Exempt 
Service Type: 
Classified 
Probation Period: 
360 Days 
Publication/Revision Date: 
10-04-2010 

 
Nature of Work – General Description 

 
Under the direct supervision of a Sergeant or Senior Officer in Charge, a Police Officer patrols a 
designated area ensuring compliance with all applicable State laws and City ordinances; answers calls 
when a crime is suspected or an emergency exists; takes such action as necessary to prevent crime 
and/or to apprehend a criminal; maintains safety; assists citizens in a wide range of emergency and non-
emergency situations; and performs other related duties, tasks, and assignments as required and 
directed by an Agency Supervisor or the Chief of Police. The Hilliard Division of Police subscribes to the 
“Community-Oriented Policing” philosophy and therefore, the primary emphasis of the position involves 
community service. Officers are required to take a problem-solving approach to the situations they 
encounter on a day-to-day basis and to interact with the residents on a regular basis within the City of 
Hilliard to address relevant concerns facing the community. 
 

 
Essential Functions of Work 

(May not include all duties performed.) 
 
Drives a police vehicle during all hours of a day; in emergency situations involving speeds in excess of 
posted limits, in congested traffic and in unsafe road conditions caused by factors such as fog, smoke, 
rain, ice. 
 
Enforce DUI and traffic laws. 
 
Makes arrests, detains and/ or controls persons, sometimes requiring the use of physical force. 
 
Transports prisoners and committed mental patients. 
 
Investigates accidents, determining conditions, causes and other pertinent facts regarding accident. 
 
Conducts investigations of crimes, preserves crime scene, gathers and preserves evidence. 
 
Reports unsafe conditions, such as obstructions in streets. 
 
Answers inquiries; assists stranded motorists. 
 
Checks doors and windows of homes and businesses for security. 
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Essential Functions of Work (continued) 

 
Secures and executes warrants. 
 
Presents testimony in court. 
 
Loads, unloads, aims and fires handguns, shotguns and other agency firearms under conditions of stress 
and at levels of proficiency prescribed by State standards. 
 
Assists and provides aid to injured persons; notifies families of injury and death. 
 
Looks for and investigates conditions and situations which may indicate a crime is about to be, or has 
been committed. 
 
Maintains records and prepares reports of incidents and activities. 
 
Gathers information in criminal investigations by interviewing and obtaining statements of victims, 
witnesses, suspects and confidential informers. 
 
Where juveniles are involved; interviews parents, appears in court, and works with school authorities. 
 
Directs and regulates traffic. 
 
Attends neighborhood meetings to address and evaluate the concerns of citizens. 
 
Performs other related duties as assigned. 
 
 

Qualifications 
 

High School Diploma, G.E.D., or equivalent certificate, and  a combination of education, training, and 
experience that would allow the incumbent to demonstrate the following knowledge, skills, and abilities: 
 
Thorough knowledge of applicable Federal, State, and Local laws related to law enforcement.  
 
Thorough knowledge of law enforcement methods, principles, practices, and procedures.  
 
Extensive knowledge of safety practices and procedures.  
 
General knowledge of municipal government structure and process.  
 
Skills in unarmed self defense.  
 
Knowledge of the geography and streets within the Hilliard metro-area.  

Police Officer Classification 
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Qualifications (continued) 

 
Good interpersonal and human relations skills. 
 
Good written and verbal communication skills. 
 
Ability to understand and carry out detailed oral and written instructions. 
 
Ability to exercise sound reasoning and good judgment. 
 
Ability to recognize unusual or threatening conditions and take appropriate action. 
 
Ability to interpret and apply principles, concepts, methods, laws, ordinances, and techniques to field 
conditions. 
 
Ability to recognize, analyze, and define problems, establish facts, draw valid conclusions, and initiate 
appropriate corrective actions. 
 
Ability to organize and prioritize daily tasks and activities. 
 
Ability to use proper research and investigative methods, techniques, and practices in gathering data. 
 
Ability to calculate fractions, decimals, and percentages. 
 
Ability to gather, collate, and classify information and data regarding people, places, events, and 
activities. 
 
Ability to prepare clear, concise, complete, and accurate reports, and complete and maintain accurate 
records. 
 
Ability to use desk & laptop computers to enter data and produce typewritten reports. 
 
Ability to copy records precisely without error and to maintain accurate records. 
 
Ability to work alone on most tasks. 
 
Ability to cooperate with co-workers on group efforts. 
 
Ability to establish and maintain a good rapport with the public. 
 
Ability to handle routine and sensitive inquiries from, and contact with, the public. 
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Qualifications (continued) 

 
Ability to maintain confidentiality in the handling of sensitive events and issues. 
 
Ability to communicate with the public, peers, superiors, and other City officials and employees in an 
effective, tactful, and courteous manner. 
 
Ability to resolve complaints from angry citizens in an effective, tactful, and courteous manner. 
 
Ability to establish and maintain effective working relationships with superiors and peers. 
 
( May be developed or acquired after appointment.) 
 
 

Physical Requirements 
 
Ability to demonstrate physical strength and dexterity in the use of hands and feet. 
 
Ability to sit for long periods at a time. 
 
Ability to walk and stand on a regular basis, sometimes for long periods at a time. 
 
Ability to safely and effectively operate a motor vehicle. 
 
Ability to safely, accurately, and effectively discharge a firearm (i.e. shotgun, AR-15, 9mm, 40 caliber or 
.45 caliber handgun) in the line of duty. 
 
Must be physically capable of successfully performing the essential job functions of the Police Officer 
classification and be free of medical conditions that would preclude one from successfully performing 
said functions or that would pose a direct threat to the health or safety of oneself or others. 
 
Visual acuity must be correctable to 20/20 and vision must be free of color deficiencies that would 
preclude one from performing the essential job functions or that would pose a direct threat to the 
health or safety of oneself or others. 
 
 

Other Requirements 
 
Successful completion of a State certified Peace Officer basic training program.  (Not required prior to 
appointment; however, if a new Officer, at time of appointment, has not completed such a training 
program, they must enter such a program immediately upon appointment.) 
 
Ability to acquire and maintain certification (pursuant to state standards) for the operation of on-duty 
and off-duty firearms (i.e. shotgun, AR-15, 9mm, 40 caliber or .45 caliber handgun). 

Police Officer Classification 
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Other Requirements (continued) 

 
Attained the age of 21 years on or before the date of the written examination. 
 
Has not obtained the age of 35 years prior to application or appointment. 
 
Possession of a valid Ohio Driver's License at time of appointment. 
 
Must be a United States citizen. 
 
Background must be free of prior felony convictions. 
 
Successful completion of all phases of the Selection Process prior to appointment.  (Process includes 
application phase, written examination, physical fitness evaluation, structured panel interview(s), record 
check, background investigation, polygraph examination, final interview(s), psychological evaluation 
medical examination, and drug screen.) 
 
Regular and punctual attendance is regarded as an essential requirement of this classification. 
 
Compliance with training directives established by supervisory/training personnel. 
 
Adherence to all applicable Federal and State safety laws, rules, and regulations and City safety 
policies/procedures. 
 
 

Police Officer Classification 
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CITY OF HILLIARD 

 Division of Police

 

 

HIRING PROCESS & STANDARDS 

Police Officer 
 Updated: January 2014



 
 
 

 
January, 2014 
 
Dear Police Officer Applicant, 
 
Thank you for taking the first step towards becoming a police officer 
with the Hilliard Division of Police.  
 
To wear the uniform of a Hilliard Police officer is a significant 
accomplishment and demonstrates a person’s willingness to “Accept 
the Challenge” of making this community a better place to live, work 
and play. Each day brings new opportunities for us to make a 
difference and to improve the quality of life for our citizens. As a 
Hilliard police officer we expect you to make a difference and to be a 
person of character. To accomplish this we search for people who 
demonstrate in their daily lives our core values of integrity, 
commitment, cooperation and professionalism.  

 
The attached document contains an explanation of the hiring process and standards of employment for 
the Hilliard Division of Police. Our standards are high and the process is lengthy but the results produce 
a pool of candidates of the highest quality who are able to responsibly execute the duties and 
responsibilities of a police officer. As an agency we seek to hire police officers who represent our 
community’s values and are responsive to the changing needs of our City. 
 
The Hilliard Division of Police is a dynamic and growing organization that offers many opportunities for 
personal growth and job satisfaction. The salary and benefit packages offered by the City of Hilliard are 
exceptional and reflect the City’s commitment to quality.  
 
The selection of police officers is guided by the Hilliard Civil Service Commission and overseen by the 
Human Resources Department. I encourage you to fully read the attached document in order to prepare 
yourself for the hiring process. If you have any questions, please feel free to contact our Human 
Resources Department at 614-876-7361. I wish you the best in your employment endeavors.  
 
Sincerely, 
 
 
 
J. Douglas Francis 
Chief of Police 
 
 

Hilliard Division of Police 

J. Douglas Francis 
Chief of Police 



CITY OF HILLIARD 
Division of Police 

 
HIRING PROCESS & STANDARDS 

Police Officer 

Hilliard H.R. Classification #: 

01 
FLSA Status: 

Non-Exempt 
Service Type: 

Classified 
Probation Period: 

360 Days 
Publication/Revision Date: 

01-16-2011 

 
Nature of Work – General Description 

 
Under the direct supervision of a Sergeant or Senior Officer in Charge, a Police Officer patrols a 
designated area ensuring compliance with all applicable State laws and City ordinances; answers calls 
when a crime is suspected or an emergency exists; takes such action as necessary to prevent crime 
and/or to apprehend a criminal; maintains safety; assists citizens in a wide range of emergency and non-
emergency situations; and performs other related duties, tasks, and assignments as required and 
directed by an Agency Supervisor or the Chief of Police. The Hilliard Division of Police subscribes to the 
“Community-Oriented Policing” philosophy and therefore the primary emphasis of the position involves 
community service. Officers are required to take a problem-solving approach to the situations they 
encounter on a day-to-day basis and to interact with the residents on a regular basis within the City of 
Hilliard to address relevant concerns facing the community. 
 

 
Policy Statement 

 
It is the policy of the City of Hilliard to prohibit work place harassment and discrimination of any 
candidate or employee on the basis of race, color, ancestry, religion, creed, national origin, sex, age, 
veteran status, disability, and/or any other characteristic protected by federal, state or local law. 
Harassment and discrimination in any form shall not be tolerated within the Hilliard Division of Police.  
The Hilliard Division of Police supports the principle of equal opportunity employment and non-
discrimination in all employment practices.  All employees have the right to work in an environment free 
of harassment and discrimination, which encompasses freedom from sexual harassment.  The following 
selection process reflects our commitment to equal opportunity employment and non-discrimination. 
 

 
Minimum Qualifications 

 

 High School Diploma, G.E.D. or equivalent certificate. 
 

 Attained the age of 21 years on or before the date of the written examination. 
 

 Has not obtained the age of 35 years prior to application or appointment. (The Director of Public 
Safety may authorize the granting of constructive credit for acceptable past experience.) 

 

 Possession of a valid Ohio Driver's License at time of appointment. 
 



 Must be a United States citizen. 
 

 Successful completion of a State certified Peace Officer basic training program.  (Not required prior 
to appointment; however, if a new Officer, at time of appointment, has not completed such a 
training program, they must enter such a program immediately upon appointment.) 

 

 Ability to acquire and maintain certification (pursuant to state standards) for the operation of on-
duty and off-duty firearms (i.e. shotgun, AR-15, 9mm, 40 caliber or .45 caliber handgun). 

 

 Background must be free of prior felony convictions. 
 

 Successful completion of all phases of the Selection Process prior to appointment.   
 

 Meet all other qualifications as specified in the City of Hilliard Classification description for Police 
Officer. 

 

 
Statement of Standards 

 
The public places a higher standard of behavior for Police Officers than they do for most other 
occupations in both the public and private sectors. For this reason it is expected that a candidate for the 
position of Police Officer must demonstrate, through a comprehensive review of their past history, a 
higher standard of personal character than would be required for other positions in non-law 
enforcement areas of employment. 
 
Hilliard Division of Police standards of expectations are established as qualifying/disqualifying criteria 
and these standards are applied to all candidates. 
 

 
Causes for which a Candidate may not be considered for the position of Police Officer 

 

 Failure to appear for any required step in the selection process, or any acts of non-compliance. 
 

 Failure to pass a required examination or test including any physical fitness test administered by the 
Division of Police or any basic police academy. 

 

 Falsification of any material facts during the application process. 
 

 The use of cocaine, heroin, LSD, crack, methamphetamine or PCP. 
 

 The use of marijuana or other hallucinogens, narcotics, prescription drugs (without prescription), 
steroids, or any other illegal drugs and narcotics within the preceding twenty-four months prior to 
application. 

 
 

 



 The current use of alcohol to a level that would indicate abuse, dependency, or level of inability to 
function without the use of alcohol for any period of time. Applicant must show a recovering history 
of non-use of at least two consecutive years prior to application. 

 

 Illegal sale of or conviction for illegal sales of any controlled substance or contraband. 
 

 Admission or conviction of any felony offense committed as an adult. 
 

 Any conviction of a M-1 or M-2 misdemeanor as defined by the federal, state or local law of the 
jurisdiction where the offense occurred, as an adult in the past five years or more than one M-1 or 
M-2 conviction as an adult. 

 

 Any conviction of more than one M-1 or M-2 misdemeanor as defined by the federal, state or local 
law of the jurisdiction where the offense occurred, as a juvenile.  

 

 Any pattern of theft offenses from an employer or during the course of employment as an adult. 
 

 Having two or more moving violations within the proceeding twelve months prior to application. 
 

 Having SIX points or more on driving record within the past twenty-four month period prior to 
application. 

 

 Having been convicted of OVI within the past six-year period prior to application. 
 

 Having been placed under a 12 point suspension within the past six year period prior to application. 
 

 Having received a Dishonorable Discharge from military service or having a General Court Martial. 
 

 Filing fraudulent claims for insurance, welfare, unemployment compensation or other public 
assistance programs. 

 

 Having a continuing history of financial or credit problems to include; garnishments and bankruptcy. 
 

 An employment history which includes any of the following: termination, resignation in lieu of 
discharge, excessive absence/tardiness, inability to get along with others, or any adverse disciplinary 
actions. 

 

 A finding of contempt by a court for failure to provide for family/dependents as ordered by the 
courts or for which a legal obligation of care exists. 

 

 Any violation of a Protection Order. 
 

 Admitted physical/sexual or emotional abuse of one’s spouse, ex-spouse, child, stepchild, parent or 
any other relative or person with whom one had lived or has had a relationship. 

 
 



 Non-compliance with a court order or legal contract to provide child support, alimony or other 
financial responsibility determined by finding of any court of law. 

 

 A past history of association or involvement with any illegal gambling activities or any other 
organized crime. 

 

 Any documented or admitted history of racial, ethnic, or social intolerance (i.e. hating or shunning 
another person or group due to differences they possess.) 

 

 
Personal Appearance Standards 

 
The City of Hilliard, Division of Police prohibits visible tattoos, body markings, and most body piercings or 
other body alterations. 
 
Tattoos/body markings, except those on the head, neck and hands, are permitted for agency employees; 
however, all tattoos/body markings are prohibited from being visible while working in any authorized 
uniform or attire. Tattoos (visible or not visible) that are obscene, commonly associated with gangs, 
extremist, and/or supremacist organizations, or that advocate sexual, racial, ethnic, or religious 
discrimination are strictly prohibited. 
 
Body piercing or alteration to any area of the body that is visible in any authorized uniform or attire and 
is a deviation from normal anatomical features and that is not medically required is prohibited.  (Earring 
piercings are excluded from this policy; however are limited.)  Such body alteration includes, but is not 
limited to, the following: 
 

1. Tongue, nose, eye or brow splitting or piercing. 
2. The complete or transdermal implantation of any material other than hair replacement or breast 

augmentation. 
3. Abnormal shaping of the ears, eyes, nose or teeth. 
4. Branding or scarification. 

 
Dental Alteration or Ornamentation - Teeth, whether natural, capped, or veneered, will not be 
ornamented with designs, jewels, initials, etc. The use of yellow gold, white gold, or platinum caps 
(permanent or temporary) merely to add ornamentation to the teeth and not required by 
dental/medical necessity is prohibited. 
 
Tattoos/body markings that would be visible while working in any authorized uniform or attire must be 
surgically/laser removed as a condition of employment. Visible body piercings or alterations must also 
be surgically repaired, returning the body alteration to a normal/acceptable condition as a condition of 
employment. 
 
  



 
Police Officer Selection Process Summary 

 
The following is an outline of the various phases in the Police Officer Selection Process: 
 
WRITTEN EXAMINATION - Each qualifying candidate will be notified as to the examination date, time 
and location. The Hilliard Civil Service Commission conducts the examination. Photo identification will be 
required prior to admittance into the examination room. 
 
ELIGIBILITY LIST - The Civil Service Commission will notify candidates who successfully pass the written 
examination.  Upon receipt of notification from the Division of Police to fill a vacancy, the Civil Service 
Commission shall certify the names and addresses of the top candidates standing highest on the 
eligibility list. 
 
PHYSICAL FITNESS EXAMINATION – Each candidate will be required to pass the Cooper's Institute 
Standards for Law Enforcement Physical Assessment test. The performance requirement is that level of 
physical performance that approximates the 15th percentile for each age and gender group. (See the 
attached addendum for these standards.) The top candidates who pass the written examination will be 
notified of when and where to appear for these tests. 
 
DIVISION HIRING BOARD– The Division Hiring Board will interview the top candidates. This Board may 
be made up of representatives of the Hilliard Division of Police, local citizens, school and community 
leaders. The Board will then make recommendations to the Chief of Police as to each candidate’s 
position on the list. 
 
POLYGRAPH / CVSA EXAMINATION - A polygraph or CVSA examination will be administered to each 
candidate. A trained and certified examiner will administer the polygraph/CVSA examination. The results 
of the polygraph/CVSA exam will not be used as a single determinate of employment status. However, 
any finding of deception to relevant questions during any part of the polygraph/CVSA exam may 
eliminate the candidate from further consideration. 
 
COMPLETE BACKGROUND INVESTIGATION - A thorough background investigation will be initiated on 
each candidate. The purpose of the background investigation and record check is to assist the City in 
reaching a determination regarding each candidate’s suitability for employment. Each candidate must 
sign a release  authorizing investigators to obtain personal, legal, civil, work, credit history or any other 
information deemed pertinent to the background investigation. 
 
The Division will check for criminal, civil and traffic records. Each candidate’s name will be entered into 
state and national computers for warrants and records. Fingerprints will be taken for each candidate and 
submitted for state and federal screening. 
 
Findings of the investigator may be used in combination with the results of other phases of the process 
in determining whether a candidate should be disqualified from the process or should be given further 
consideration. The findings of the investigation may be used as a reason for disqualification from the 
process if the nature of these findings warrants disqualification. 
 
 



The background investigation will consist of, but not be limited to, the following: 
 

 Verification of the candidate’s credentials, education, achievements, past and present employment, 
age, residence, citizenship, and driver’s license. 

 

 Interviews with past and present employers, neighbors, school officials, and personal references. 
 

 A review of each candidate’s history, i.e., family, military, gambling, credit and substance abuse. 
 

 Criminal, traffic and civil court history.  
 
FINAL INTERVIEWS – A list of candidates passing the background investigation will be presented to the 
Chief of Police for consideration. A series of final interviews will be conducted by the Chief of Police and 
may by attended by other representatives of the City of Hilliard, including but not limited to, the 
Director of Public Safety, Director of Human Resources and other officials as determined by the City. The 
purpose of these interviews is to select a final candidate or candidates for employment with the Division 
of Police. After these interviews the Division will make a conditional offer of employment to the top 
candidate(s) contingent on their ability to pass a medical examination, including drug screen and 
psychological examination. 
 
MEDICAL EXAMINATION - A complete and thorough medical examination and stress test will be 
conducted on each candidate to whom a conditional offer of employment has been extended. A licensed 
physician will conduct the medical examination.  The medical examination will be conducted for the 
purpose of ensuring that a candidate possesses the general health status necessary to perform the 
essential job functions of a Police Officer and that no medical condition exists that would pose a direct 
threat to the health or safety of themselves or others.  Generally accepted medical and health standards 
will be the basis of this examination process. The following medical standards are minimum 
requirements for performing the essential job functions: 
 

 No current clinical diagnosis of myocardial infarction, angina pectoris, coronary insufficiency, 
thrombosis, or any other cardiovascular disease of a variety known to be accompanied by syncope, 
dyspnea, collapse, or congestive cardiac failure 

 

 Vision requirements are based on vision acuity, depth perception and color perception. Distant 
visual acuity of at least 20/20 (snellen) in each eye without corrective lenses or visual acuity 
separately corrected to 20/20 (snellen) or better with corrective lenses. Distant binocular activity of 
a least 20/20 (snellen) in both eyes with or without corrective lenses, field vision of at least 70 
degrees in the horizontal in each eye and must be free of any other eye disease or color deficiencies. 

 

 No loss of a foot, leg, hand, arm, or eye. 
 

 No impairment of a hand, fingers, arm, foot, or leg, or other significant limb or limitation which 
interferes with the ability to perform the essential job functions. 

 

 No established medical history or clinical diagnosis of a respiratory dysfunction.  
 



 No current clinical diagnosis of high blood pressure. (NOTE:  If candidate’s blood pressure exceeds 
acceptable limits, candidate should be advised to seek medical treatment and, after three (3) 
months of treatment, they may be reexamined for certification under this standard should another 
position for police officer become available.) 

 

 No established medical history or clinical diagnosis of a rheumatic, arthritic, orthopedic, muscular, 
neuromuscular, or vascular disease. 

 

 No established medical history or clinical diagnosis of epilepsy or any other condition which is likely 
to cause loss of consciousness. 

 

 Hearing - Perceives a forced whispered voice in the better ear at not less than five (5) feet with or 
without the use of a hearing aid, if tested by use of an audio metric device. Does not have an average 
hearing loss in the better ear greater than 40 decibels at 500 Hz, 1,000 Hz, and 2,000 Hz with or 
without a hearing aid when the audio metric device is calibrated to the American National Standard. 

 

 Does not use a schedule I drug, amphetamines, narcotics, or any other habit forming drug, except 
such use as prescribed by a licensed medical practitioner. 

 

 Has a minimum acceptable level of body fat composition, by age, according to the Cooper Standards 
at or above the 10th percentile. 

 
DRUG TESTING - the City of Hilliard requires, as a condition of employment, that all qualified applicants 
being considered for City employment complete a post-offer, pre-employment drug screen prior to 
reporting for duty.  Any conditional offer of employment is contingent upon, among other things, 
satisfactory completion of this screening and the City’s determination that the applicant is capable of 
performing the responsibilities of the position offered. 
 
It is the City’s policy to schedule all persons who have received a conditional offer of employment for a 
pre-employment drug screen 72 hours prior to their scheduled date of hire.  The 72-hour period begins 
on the date and time the applicant is scheduled for the drug screen. 
 
The City will give further consideration only to those applicants with a conditional offer of 
employment whose drug screen results are “NEGATIVE.” 
 
On very rare occasions, an applicant’s test result is “NEGATIVE-DILUTE.”  When this happens, the City 
will provide the applicant with one opportunity to retake the drug test.  The retake test will be 
scheduled within the balance of the original 72-hour period. 
 
The City’s Human Resources Department will notify the applicant of the “NEGATIVE-DILUTE” test result 
by calling one, and only one, telephone number provided by the applicant.  If the applicant is unavailable 
at the time of the call, the Human Resources representative will leave a message informing the applicant 
of the date and time of the retake test scheduled at the collection facility. 
 
 
 



Only the most extraordinary excuse will be considered for not reporting to the collection facility on the 
scheduled date and time of the retake test.  Failure on the applicant’s part to arrive on the scheduled 
date and time will typically result in the applicant’s disqualification for employment.  Time extensions 
will rarely be granted outside the original 72-hour period. 
 
PSYCHOLOGICAL EVALUATION - A qualified psychological or psychiatric professional will conduct a 
complete and thorough psychological evaluation.  Each candidate will be administered a variety of 
psychological tests and participate in a variety of procedures and exercises, the purpose of which will be 
to identify a variety of personality, emotional, and psychological characteristics, traits, qualities, 
attributes and  tendencies. Candidates who posses identifiable personality, emotional, and psychological 
characteristics, traits, qualities, attributes or tendencies which, in the judgment of the consulting 
psychological or psychiatric professional reflect a significant potential for unacceptable or undesirable 
performance of the essential function of the job or would pose a direct threat to the candidate’s own 
health or safety or that of others, will not be considered for employment. The following are considered 
to be unacceptable, undesirable, or inappropriate, and may result in revocation of the conditional 
employment offer: 
 

 Antisocial behavioral patterns and attitudes. 

 Quick-tempered. 

 Inability/unwillingness to accept supervision and to carry out orders of a superior. 

 Lack of compassion, sympathy. 

 Low level of self esteem or confidence or an inordinately high level of same. 

 Inability to accept constructive criticism. 

 Inability to deal with verbal abuse in a proper, effective manner. 

 Inability to deal effectively with the stress inherent to police work. 

 Racial, sexual or other prejudices. 

 Lack of good judgment or decision making. 

 Inability to assume leadership roles. 
 
COMPLETION OF BASIC TRAINING – Candidates must be able to satisfactorily complete a Basic Peace 
Officer Training Academy program selected by the City. This includes the requirement to pass, at the 
conclusion of the academy, the Cooper's Institute Standards for Law Enforcement at the level of physical 
performance that approximates the 50th percentile for each age and gender group. (See the attached 
addendum for these standards.) During this extended training period (18-30 weeks depending on basic 
academy chosen) the candidate may be required to live at the academy. Failure to complete the 
Academy or dismissal from the Academy will result in termination of the employee’s employment with 
the City of Hilliard. 
 

 
  



Addendum #1 
 

COOPERS INSTITUTE STANDARDS FOR LAW ENFORCEMENT 
 

COOPER STANDARDS CHART 
Age & Gender Minimum Scores 

15th Percentile 

 Male Female 

 Age 21-29 Age 21-29 

Sit-ups (1 Minute) 32 23 

Push-ups (1 Minute) 19 09 

1.5 Mile Run 14:33 min. 17:53 min. 

   

 Age 30-39 Age 30-39 

Sit-ups (1 Minute) 28 18 

Push-ups (1 Minute) 15 07 

1.5 Mile Run 15:14 min. 19:01min 

   

 Age 40-49 Age 40-49 

Sit-ups (1 Minute) 22 13 

Push-ups (1 Minute) 10 05 

1.5 Mile Run 16:09 min. 20:49 min. 

 
 

COOPERS STANDARDS CHART 
Age & Gender Minimum Scores 

50th Percentile 

 Male Female 

 Age 21-29 Age 21-29 

Sit-ups (1 Minute) 40 35 

Push-ups (1 Minute) 33 18 

1.5 Mile Run 11:58 min. 14:15 min. 

   

 Age 30-39 Age 30-39 

Sit-ups (1 Minute) 36 27 

Push-ups (1 Minute) 27 14 

1.5 Mile Run 12:25 min. 15:14 min 

   

 Age 40-49 Age 40-49 

Sit-ups (1 Minute) 31 22 

Push-ups (1 Minute) 21 11 

1.5 Mile Run 13:05 min. 16:13 min. 
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Date of Application: ________________________    Position Applied for: _______________________________________ 
 
Referral Source: __Advertisement __Friend __Walk-in __Internet __Other 
 
__________________________________________  ________________________________        _____________ 
Last Name       First Name           Middle Initial 
 
__________________________________________________________________________________________________ 
Mailing Address     City      State  Zip Code 
 
_____________________________________________                   ____________________________________________ 
Telephone Number (Include Area Code)    Other Telephone Number (Cell Phone, Work, etc.) 
 
___________________________________________________________________________________________________ 
E-Mail Address – Optional (Please clearly print your email address on the line above) 
 
1) Social Security Number: (last four digits only please)  XX – XX - _ _ _ _ 
2) Valid Ohio Driver’s License?         ___YES ___NO 
3) Valid Ohio CDL License?         ___YES ___NO 
4) Are you a citizen of the United States?        ___YES ___NO 
5) If NO, have you legally declared the intention of becoming a United States Citizen?  ___YES ___NO 
6) Are you a Veteran of the U.S. Military Service?       ___YES ___NO 
7) Have you ever been convicted of a felony?       ___YES ___NO 
8) If you answered “YES” you have been convicted of a felony, please explain below: 
 
___________________________________________________________________________________________________ 
 
9) If you are applying for the position of police officer, are you between the age of 21-34?   __YES __NO 
 

(CHECK ONE OR BOTH FOR NUMBERS 10 AND 11) 
10) Have you ever been employed with The City of Hilliard and/or The Hilliard School District?        __YES __NO 
11) Any immediate family members employed by The City of Hilliard and/or The Hilliard School District? __YES __NO 
12) If “YES”, what dates were you employed?  
___________________________________________________________________________________________________ 

 
 
EDUCATION: 
 
13)  Circle highest grade completed  9 10 11 12 Diploma?  __YES __NO 
 
14)  College – Highest level completed 1    2    3    4    5  Graduate School     1    2    3    4   
 
15) __________________________________________________________________________________________ 

 
__________________________________________________________________________________________ 
(List above any specialized training, apprenticeship skills and/or extra-curricular/volunteer activities, 
certificates, licenses or permits you have) 

       (OVER) 
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Employer name and address: ____________________________________________________________________________ 
 
Job Title: ____________________________________ Supervisor: _________________________________________ 
 
Work performed: _____________________________________________________________________________________ 
 
Employed:  FROM: ____/____ (Month/Year)  TO: ____/____ (Month/Year). 
 
Reason for leaving: ___________________________________________________________________________________ 
#2 
Employer name and address_____________________________________________________________________________ 
 
Job Title: ________________________________________ Supervisor: _________________________________________ 
 
Work performed: _____________________________________________________________________________________ 
 
Employed:  FROM: ____/____ (Month/Year)  TO: ____/____ (Month/Year). 
 
Reason for leaving: 
___________________________________________________________________________________________________ 
#3 
Employer name and address: ___________________________________________________________________________ 
 
Job Title: _______________________________________ Supervisor:__________________________________________ 
 
Work performed: ____________________________________________________________________________________ 
 
Employed:  FROM: ____/____ (Month/Year)  TO: ____/____ (Month/Year). 
 
Reason for leaving: ___________________________________________________________________________________ 
#4 
Employer name and address: ____________________________________________________________________________ 
 
Job Title: ________________________________________ Supervisor: _________________________________________ 
 
Work performed: _____________________________________________________________________________________ 
 
Employed:  FROM: ____/____ (Month/Year)  TO: ____/____ (Month/Year). 
 
Reason for leaving: ___________________________________________________________________________________ 
 
REFERENCES: 
Give name, address and telephone number of three references who are not related to you and are not previous employers: 
 
1) ________________________________________________________________________________________________ 

 
2) ________________________________________________________________________________________________ 

 
3) ________________________________________________________________________________________________ 

(Continued on next page) 
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ATTENTION MILITARY VETERANS: 
If you have served in the U.S. Military Service and you wish to receive credit, you must attach a copy of your discharge 
letter (DD214) to this application.  The application and discharge letter must be returned at the same time.  Military Credit 
may only be given to an applicant passing the exam. 
 
 
IMPORTANT;  PLEASE READ BEFORE SIGNING; 
This employer offers equal employment opportunity and equal consideration to all persons who seek employment with the 
City of Hilliard and/or Hillard City School District, and those who are already employed with the employer.  No employee 
or applicant will be discriminated against on the basis of race, color, ancestry, religion, creed, national origin, sex, age, 
veteran status, disability, and or any other characteristic protected by federal, state, or local law. 
 
As part of this application for employment, which includes the bond application and the health record, waiving any 
confidentiality of records with prior employer, I hereby authorize The City of Hilliard and/or The Hilliard City School 
District to investigate my references and to make and preserve such records.  I further agree that the giving of any false or 
misleading information by me may be grounds for termination of employment immediately. 
 
X______________________________________________________________ 
(Please place signature above stating that you have read the statement) 
 
 
Your notarized application, along with the $20.00 check or money order for the examination fee, and DD214 form if 
applicable, must be mailed together in one envelope by the postmark date deadline to: 

City of Hilliard, Ohio 
Civil Service Secretary 
P.O. Box 352 
Hilliard, Ohio  43026 
 

 
AFFADAVIT: 
 
STATE OF OHIO, COUNTY OF: __________________________ (Example:  Franklin County). 
 
I, __________________________________________,  being duly sworn, state that the foregoing information is true to  
  (Print applicant’s name above) 
the best of his/her knowledge and belief.  I understand, and authorize a background investigation. 
 
     Signature ___________________________________________________________ 
       (Applicant to sign above in the presence of a Notary) 
 
Sworn before me in my presence subscribed this ______ day of __________________________________, __________ 
             (Date)                             (Month)    (Year) 

 
     NOTARY  __________________________________________________________ 
(Place stamp/seal here) 
     My Commission Expires on ____________________________________________ 
 
       (OVER) 
 



              Page 4 
NOTICE TO APPLICANTS: 

 
 

1) All application information MUST be completed.  If a form item is not applicable, it should be marked “N/A” 
as opposed to being left blank.  Missing information can be grounds for rejection and non-eligibility to take the 
civil service exam. 
 

2) Resumes MUST NOT be submitted in lieu of application for employment information, nor in addition to a 
completed application.  Resumes are neither required nor requested and will not be retained by the civil service 
commission if received. 
 

3) All applications MUST be notarized. 
 

4) Return of applications MUST BE MAILED to the address identified on the “Examination Application”.  We 
will not accept any application that has not been postmarked by or before the date due. 
 

5) Return of applications MUST be postmarked by the date identified for the available position.  Applications that 
are received by the civil service commission postmarked after the date specified in the advertisement will be 
rejected and the applicant will not be eligible to take the examination. 
 

6) Applicants MUST submit a “non-refundable” check or money order with their application in the amount of 
$20.00 made payable to “City of Hilliard” for acceptance and testing.  Cash will not be accepted with the 
application. 
 

7) Receipts will not be mailed.  Cancelled check will be an applicant’s receipt. 
 

8) Returned checks, due to insufficient funds, will disqualify an applicant from employment consideration and 
testing. 
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