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PURPOSE

To provide a policy establishing a standard guideline for the candidate testing and selection process for entry level Firefighter/Paramedic in the Kirkwood Fire Department.  The goal is to identify the best candidates for entry level employment who will become successful members of the Kirkwood Fire Department and ultimately provide outstanding service to the citizens of Kirkwood/Oakland, our local businesses and institutions, and visitors to our city.   

POLICY

The Fire Department shall use a multi-step process to identify and hire individuals who are qualified to perform successfully in the position of Firefighter/Paramedic in the Kirkwood Fire Department.  

MINIMUM ENTRY LEVEL REQUIREMENTS FOR FIREFIGHTER/PARAMEDIC:

Applicant must possess a current National Registry or Missouri paramedic's license, ACLS (Advance Cardiac Life Support), PALS (Pediatric Advance Life Support) or HandTevy Certification, PHTLS (Pre-Hospital Trauma Life Support) certifications, current CPAT (Candidate Physical Ability Test) certification and a valid Driver's License; High School diploma or GED. 

SELECTION PROCESS 

A. Step 1 - Written Test

This initial step in the selection process requires candidates to complete a video-based, job simulated, pre-employment written test.  The test shall be developed and supplied by a human resource testing firm that specializes in personnel selection and training.  The test shall be developed specifically for the evaluation of entry level firefighter candidates.  The test shall be easily administered in the location of our choice.  The test sheets shall be returned to the testing company for evaluation and scoring and test results must be returned to Kirkwood officials within two business days after the receipt of completed answer sheets.  

The entry level written test shall be professionally validated for both content and criterion validation.  Detailed technical validation reports shall be made available to Kirkwood Human Resource and Fire Department officials upon request.  This video-based testing system shall assesses critical skills necessary to be a firefighter and include the areas of teamwork and human relations, as well as mechanical aptitude, reading ability and basic math skills. The recommendation is to use the Fire TEAM Firefighter Entry Level Test from ERGO-METRICS (https://www.ergometrics.org).  

1.) Required Test Score to Proceed to Step 2: All scores 70% and above on the written exam proceed to the practical portion (step 2).  Any candidate who scores in the “high risk” level of critical sub-sections of the written test as indicated in the dimensional scoring of the test by the human resource specialty testing firm will not advance to the practical test. 

B. Step 2 - Emergency Medical Practical Test

This portion of the process requires candidates to complete the three (3) practical skill patient care simulation stations below:

1. Medical Call
2. Trauma Call
3. Cardiac Call

These stations are proctored by evaluators from multiple outside agencies.  The evaluators include Physicians, Nurses, EMS Liaisons and Paramedics.  Organizations participating include Mercy Hospital (Kirkwood Fire Department Medical Control), SSM EMS Medical Control staff, St. Louis County Medical Officers, and certified ACLS, PALS and PHTLS instructors from within Kirkwood Fire Department.  

Each practical station is scored on a National Registry evaluation form in the same manner as a National Registry of Emergency Medical Technicians licensing exam.

The timeline for this process is dependent on the number of candidates proceeding from the written test.  Staff is capable of administering the practical exam to 20 candidates per day.  Every effort is extended to ensure the same evaluators are used to score all practical test candidates.  

1.) Required Test Score to Proceed to Step 3:  The top 10 scores on the Emergency Medical Practical Test proceed to the Oral Interview (step 3). 

C. Step 3 - Oral Interview 

The oral interviews shall be scheduled by the City of Kirkwood Human Resources Department.  The interview panel consists of the Human Resource Manager, Deputy Fire Chief / CMO, Fire Captain, and Union Shop Steward.  The applicants are scored independently by each member of interview panel.  The scores are then tallied by Human Resources and a discussion is held by all members of the interview panel.  The Fire Chief and/or Assistant Fire Chief may sit in on this discussion for general information, but shall not contribute opinions that influence the scores as determined by the interview panel.   The candidates’ final ranking is determined at this point.

The timeline for this process is dependent on the number of candidates proceeding from the practical exam.  Panel members are capable of interviewing 10 candidates per day.  

1.) Requirement to Proceed to Step 4:  The top 5 ranked candidates will proceed to the Police background investigation.  When a candidate is eliminated during this process the next candidate identified during the interview ranking process will be moved into the vacated spot.

D. Step 4 - Police Background Investigation and Reference Check

1.) Requirement to Proceed to Step 5:  Candidate’s criminal records check returns all clear and the background investigation/reference checks return in good standing.

E. Step 7 - Interview with the Chief of the Fire Department

The Fire Chief will interview the candidates.  The timeline for this process is based on the Fire Chief conducting interviews and his scheduled obligations.  

1.) Requirement to Proceed to Step 8: The Fire Chief will contact the Human Resource Manager and advise which candidates have been selected to move to the next step in the hiring process.     
  
F. Step 6 - Psychological Personality Assessment

The timeline for this process is based on the availability of the contracted clinical psychologist who specializes in public safety officer pre-employment, psychological assessment.  It is anticipated that the psychologist can conduct four (4) candidate interview/test sessions per week.  Candidates must sign a disclosure and release agreement provided by the psychologist that acknowledges no doctor-patient confidentiality privilege exists and that the tests and interview are for the purpose of pre-employment evaluation; and that the results of the test will be released to the hiring agency, the City of Kirkwood Fire Department. 

Requirement to Proceed to Step 7: All results are sent to the Fire Chief.  The Fire Chief and psychologist discuss the results.  

G. Step 7 - Job Offer

The Fire Chief notifies Human Resources of his candidate selection for employment.

H. Step 8 - Job Offer

1.) A Job Offer for the position of Firefighter/Paramedic will be extended by the Kirkwood Human Resource Manager.

I. Step 9 – Medical Examination and Drug/Alcohol Screening

A Job Offer has already been extended to the candidate prior to the Medical Evaluation and Drug/Alcohol Screening process.  This testing is completed by a medical doctor in a medical office contracted by the City of Kirkwood for pre-employment medical evaluation.  Upon successful completion of this final step the candidate will be referred to the Deputy Chief / CMO for notification of starting date, shift/station assignment, station uniform and protective equipment issue.  

Estimated Timeline to Complete the Fire Department Entry Level Hiring Process

The estimated timeline to complete the hiring process is broken down below.  The timeline estimate may be impacted slightly by the total number of applicants for the Firefighter/Paramedic position:

1. Advertise for open position							2 weeks
2. Evaluate applications – notify candidate of testing				1 week
3. Written testing & results – notify candidate of practical			1 week
4. Practical testing & results – notify candidate of interview			1 week
5. Interviews – notify candidate of background				1 week
6. Background Check								1 week
7. Chief Interview								1 week
8. Psychiatric									1 week	
9. Conditional job offer and physical						1 week
10. Candidate gives employer 2 weeks’ notice					2 weeks
Total Estimated Time to Complete Hiring Process		                      12 weeks

RESPONSIBILITY	

The Kirkwood Fire Chief and the Kirkwood Human Resource Manager shall share responsibility for ensuring that this selection process guideline is adhered to.

END OF POLICY
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