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The professional connection between the community and public safety.
LUCIAN THOMAS, Director

________________________________________________________________________
          APPLICANT INSTRUCTION SHEET

It is very important that the PHS (Personal History Statement) and ALL forms be filled out completely and accurately.  All answers are subject to verification.  Any false or deliberately inaccurate information will disqualify you from employment with Stanislaus County and Stanislaus Regional 9-1-1.

The included files were created using Microsoft 2003, Microsoft Word. (Forms) If you do not have Microsoft Office 2000 or a later version installed on your computer you will need to find a computer that does.

Read all instructions before completing the Personal History Statement (PHS) and other documents.  Pay close attention to the (PHS), this is an extremely important document.

The following instructions are to assist you in filling out the PHS, other Documents, and the handling of Official Transcripts.
Pay special attention to the instructions regarding which documents are prepared and presented when.  Some documents must be ready the day you take the test; some will wait until you are farther along in the application process.  Transcripts are not required at this stage.  Do not order them until told to do so; do not mail them to Stanislaus Regional 9-1-1 or to the Police Department.

Questionnaire.doc (fill out electronically, print, and turn in with the other documents)
Personal History Statement Dispatcher.doc (PHS) (complete electronically, print, sign, and bring with you 
                                                                                      the day you take the test).

□   Copy the PHS to your hard drive.


□   Print a copy of the PHS to use as a draft.


□   Complete the PHS on your hard drive.


□   After the Personal History Statement (PHS) is completed, print and sign.


□   Anytime a phone number is asked for, please list the phone number where we may reach your 


      reference between the hours of 8 a.m. to 5 p.m.  If your references work during those hours, list


their work phone number; also list their residence phone regardless.  We must be able to reach any


listed reference by telephone!


□
List your FULL NAME including first, middle, and last.  Include any and all other names including 



nicknames, adopted names, married names, and maiden name.
Applicant Descriptive Information. Doc  (complete electronically, print, sign, and bring with you the day you take 






           the test)


List your current legal name.  List all your previous names on the following line; include your maiden

 name if applicable.  Under occupation, enter the position for which you are applying.  Under application

 date, use today’s date.  DO NOT fill out the business addresses or phone number. 
Credit Report.doc   (complete electronically, print, sign, and turn in with the other documents when asked for)
□
A copy of your Credit Report will be provided to you.

Substance Abuse Questionnaire.doc (print, complete, sign, and turn in with the other documents when asked for)
□
Answer the questions completely and accurately.  You will be given a chance to explain all of your answers. 

□
Any omissions or falsifications of information provided in this questionnaire will result in the elimination of 


the applicant from the hiring process.  

□
The ODD numbered pages contain questions and the EVEN numbered pages provide you with space to 


explain your YES answers.

Background Investigation Advisory.doc (complete electronically, print, sign, and bring with you the day you take the test)

Pre-Employment Background Waiver.doc (print, sign, and bring with you the day you take the test)

Authorization to complete Pre-Employment Background Investigation

Dispatcher. Waiver.doc (print form, upon successful completion of testing and interviews, secure notarization, and 
                                              turn in with the other documents when asked for)
□
Fill in your name at the top of the document

□
Print the document

Dispatcher Informed Consent.doc (complete electronically, print, sign, and bring with you the day you take the






 test)

Conditional Offer of Employment.doc (complete electronically, print, and turn in with other documents when 







       asked for.)

Document Check List.doc  (print)
□
This document is for your use.  Use it to keep track of the documents you need to have in your possession 


when you meet with an Investigator.  When instructed, you still need to present all these documents to the


department for preparation of your file.
□
The Investigator will need to see the originals.  Stanislaus Regional 9-1-1 will make a copy of the originals 


and return them to you.  The background Investigator will need them again later.
High School, College, University, and Trade School Transcripts

Wait until instructed by Stanislaus Regional 9-1-1, then please request OFFICIAL transcripts from:

□
The High School you graduated from (Mandatory)

□
All Colleges and Universities attended (If you wish to have them included with your background)

□
All trade Schools attended (If you wish to have them included with your background)
Have the transcripts sent to you in a sealed envelope marked Official Transcripts.  Outside envelope must have your name on it.
If the institution will only mail Official Transcripts to a prospective employer, have them sent to Stanislaus Regional 9-1-1.  Be sure to have them put your name somewhere on the exterior of the envelope.

Alternatively, you may pick them up from the institution in a sealed envelope marked Official Transcripts.  DO NOT OPEN THE ENVELOPES.  They need to be submitted to Stanislaus Regional 9-1-1 in their original sealed envelopes.  If the envelopes have been opened, or tampered with, you will need to order new ones, which will delay the process.

If you have difficulty obtaining transcripts, please contact Stanislaus Regional 9-1-1 for further advisement.

INCLUDED DOCUMENTS
FOLLOW THE INSTRUCTIONS BELOW FOR EACH DOCUMENT LISTED ON THE PREVIOUS TWO PAGES.  Some of the items you will bring with you the day you are scheduled to test. Upon successfully passing the test and the interview processes, the remaining items will be delivered per the instructions below:
Those items that are not surrendered the day of the test and subsequent interviews will be collected and turned in to the Stanislaus Regional 9-1-1 H/R Coordinator only at the Consolidated Fire Admin./Modesto Police Department  Building, 3705 Oakdale Rd., Modesto CA  95357.
Please check off each item, as it is completed and, sign and date this page.  Include this page with the packet when completed.

□
Personal History Statement (PHS) (brought with you the day of the test)
□
Questionnaire.doc

□
Applicant Descriptive Information.doc (brought with you the day of the test)
□
Credit Report .doc

□
Substance Abuse Questionnaire.doc

□
Background Investigation Advisory.doc (brought with you the day of the test)
□
Pre-Employment Background Waiver.doc (brought with you the day of the test)
□
Dispatcher Waiver.doc

□
Dispatcher Informed Consent (brought with you the day of the test)
□
Conditional Job Offer  
□
This Signed and Dated Page
______________________________

_________________________________________________



Date







    Signature
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