
 

POLICE & FIRE COMMISSION MEETING AGENDA 

MONDAY, AUGUST 12, 2024 AT 4:00 PM 

MUNICIPAL BUILDING – 106 JONES STREET, WATERTOWN, WI 53094 – ROOM 2044 

1. CALL TO ORDER 

2. APPROVAL OF THE MINUTES 

A. Police and Fire Commission minutes from previous meeting 

3. POLICE 

A. Review and Take Possible Action: Hiring Updates 

B. Review and Discuss: Training Updates 

C. Review and discuss: Monthly Activity Updates 

4. FIRE 

A. Review and Discuss: Monthly Data Report & Activities 

B. Review and Discuss: Hiring Process 

C. Review and take possible action: candidate list 

D. Review and take possible action: Probationary member status: Cyr, Boldt, Spirk 

E. Review and Discuss: Hiring Process update 

F. Review and take possible action: FF/Medic Job Description Update 

5. POLICE & FIRE 

A. Review and take action: PFC Hiring Policy 

6. ADJOURN 

 
Persons requiring other reasonable accommodations for any of the above meetings, may contact the 

office of the City Clerk at mdunneisen@watertownwi.gov, phone 920-262-4006 
 

A quorum of any City of Watertown Council, Committee, Board, Commission, or other body, may be 
present at this meeting for observing and gathering of information only 
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CITY OF 
WATERTOWN POSITION DESCRIPTION 
--------------------------------------------------------------------------------------------------------------------------------------------------------- 
This job description has been prepared to assist in the evaluation of various classes of responsibilities, skills, and 
working conditions. It indicates the kinds of tasks and levels of work difficulty generally required of positions given 
this job. The principle duties and responsibilities enumerated are all essential functions except for supplemental 
duties and responsibilities. Supplemental duties are described beginning with the word "May." This job description 
is not intended to limit or modify the right of any supervisor to assign, direct and control the work of employees. 
Nothing contained herein is intended or shall be construed to create or constitute a contract of employment between 
any employee or group of employees and the City. The City retains and reserves any and all rights to change, modify, 
amend, add to, or delete from any section of this description as it deems, in its judgment, to be proper. 

 
DATE: June 1, 1995 

REV: July 22 2024 

 
Title: Firefighter / Paramedic / Driver Operator (Full-time)    Department:  Fire FLSA: Non-exempt 

 
General Summary: 

 
Responds to fire alarms, medical emergencies and other calls to protect life and property. Participates in fire 
prevention, training, and station, equipment and apparatus maintenance and variety of other assigned duties 
associated with fire and rescue. Work involves risk and hazardous exposure. Work is performed under general 
supervision of the Fire Lieutenant. 

 
Reporting Relationships: 

 
Works under direct general supervision and in accordance with department policies, practices, procedures, rules and 

regulations. Regularly interacts with public contacts during emergency calls and through public relation events. 

 
Specific Accountabilities. 

 
1. Responds to fire calls or other emergencies; assesses situation, takes mitigating actions, and rescues 

persons from danger as required.  

2. Fights fire or takes actions to mitigate other situations such as natural disasters, hazardous materials 

releases, or other dangerous situations. Evacuate occupants of burning structures and assist them to 

safety. 

3. Identifies persons requiring immediate care, provides advanced, prehospital medical services and 

transports victims for further medical care. 

4. Participates in training, education, and drills which include firefighting and medical skills and techniques, 

and proper use of equipment and related tools. 

5. Assists fire inspectors with fire prevention inspections, performs building pre-planning for fires and other 

emergencies, assists the public by providing safety related services, tours, public presentations or events 

to promote safety consciousness. 

6. Makes inspections of apparatus and equipment; assures that all equipment and apparatus is always in a 

state of readiness and notifies supervisor of defects; performs cleaning and maintenance tasks in and 

about the station. 

7. Performs routine tasks such as report writing, record keeping, data entry, supplies maintenance, phoning 

and copying. 

8. Drive and operate apparatus and equipment.  Possess a thorough knowledge of streets, hydrants and 

apparatus operations.  

9. Represents the Department with dedication, respect, courage, innovation, professionalism, and 

accountability in all relationships with citizens, community and professional organizations, other fire 

agencies, city departments, county, state and federal agencies and other service organizations. 

10. Performs other related duties as assigned. 
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Required Knowledge, Skills and Abilities: 

 
Minimum Requirements 

 18 years of age or older 

 High School Diploma, GED or HSED 

 Valid Unrestricted Driver’s License 

 State of Wisconsin Firefighter 1 certification (or IFSAC Accredited) 

 Hazardous Materials Operations certificate 

 National Incident Management System (NIMS) Incident Command System (ICS) 100, 200, 700 & 800 
certifications 

 State of Wisconsin or National Registry Emergency Medical Technician-Basic (EMT-B) License 
As a condition of employment, Firefighter/Paramedic/Operators shall complete the following within specified 
timeframe: 

 CPAT Certification obtained in the last 12 months or within first 3 months of hire 

 State of Wisconsin EMT Paramedic License within 24 months of hire 

 State of Wisconsin Driver Operator/Pumper within 24 months of hire or date determined by Chief 

 State of Wisconsin Firefighter 2 certification (or IFSAC Accredited) within 24 months of hire or date 
determined by Chief 

 
Knowledge in: 

 Firefighting, rescue techniques, fire prevention, and emergency medical services methods, techniques, and 

practices. 

 Computer applications involving word processing, data entry, and /or standard report generation. 

 Regulations, ordinances, and laws regarding a firefighting/emergency services department. 

 The geography of the city, surrounding area and hydrant locations  

Skills in:  

 Techniques for dealing with a variety of individuals from various socioeconomic, ethnic, and cultural 

backgrounds, often in situations which may be stressful. 

 The ability to understand, follow and effectively carry out instructions. 

 Maintaining safety precautions in performance of work. 

 Evaluating patient’s conditions and properly rendering emergency medical care including the administration 

of emergency medications. 

 Preparing and composing reports and records on activities performed. 

Ability to: 

 Sustain physical effort involving performance of duties in situations of personal danger with exposure to all 

types of weather conditions and heights. 

 Lift and carry 140 pounds, sit, stoop, crawl, bend, climb, and twist while performing the essential functions of 

this job. 

 Read and understand policies, rules, instructions, and written material pertaining to fire and rescue 

operations. 

 Exercise judgment during hazardous circumstances. 

 Act quickly and effectively during emergencies. 

 Maintaining paramedic license, it is a condition of employment. 

 Establish and maintain effective working relationships with those contacted in the course of work. 
 

 

I have read and understand the contents of this position description, and I have received a copy of this 
position description for my records. 

 
PRINT NAME:   

 

 
SIGNATURE:  DATE:   
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WATERTOWN POLICE AND FIRE COMMISSION 
Policies and Procedures 

Sworn Police Officer and Fire FighterSworn Firefighter Hiring Procedures 
 

 
It is the intent of the Police and Fire Commission to comply with all applicable laws and 

regulations including those set forth by the Fair Labor Standards, the Equal Opportunity 

Employment Commission and the Americans with Disabilities Act. With those intentions 

in mind, it is believed that the benefits of positive recruitment and selection policies will 

be manifested in a lower rate of personnel turnover, fewer disciplinary problems, higher 

morale, better community relations, and the provision of more efficient and effective 

services to the community. 

 

Section A: Police 
 
A. Minimum Requirements and Qualifications 

a. U.S. citizen and 18 years of age or older at the time of application.  
b. Must hold a valid Wisconsin driver’s license or must obtain a valid Wisconsin 

driver's license within the amount of time allowed by statute.  
c. Graduation from high school or equivalency. 
d. Must have at least a two-year associate degree from a Wisconsin technical 

college system district or its accredited equivalent from another state, or a 
minimum of 60-accredited credits; or obtain a waiver from the Wisconsin Law 
Enforcement Standards Board for up to 60 credits for certain training and/or 
experience, such as military training.  

e. Must successfully complete each stage of the recruitment and hiring process. 
f. Must be able to meet or exceed the requirements of the job description for a 

police officer of the City of Watertown.  
 

B. Application Procedures 
a. The application process will be administered by the Chief of Police or 

his/hertheir designee.  
b. The position vacancy may be announced and advertised by Human 

Resources in appropriate news or social media outlets and on professional 
hiring websites.  The aAAnnouncement may also be sent to colleges within 
the State which have police science programs and advertised on the City and 
Department websites.  

i. The advertisement/announcement may specify the minimum 
requirements and qualifications for the position; may provide a 
description of the duties, responsibilities, requisite skills and 
educational requirements; and may specify how an application may be 
obtained. The job announcement shall include the fact the Watertown 
Police Department is an Equal Opportunity Employer.  

c. The application materials which may include: 
i. A copy of the job announcement 
ii. A copy of the position description 

Formatted: Strikethrough
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iii. An “Application for Employment as Law Enforcement or Jail Officer” 
(DJ-LE-330) or its online equivalent 

iv. A notification of written and physical agility testing. 
v. A relevant Release of Information form 
vi. An explanation of the recruitment process  
vii. A summary of testing requirements 

d. The completed application shall include the following documents: 
i. The completed “Application for Employment as Law Enforcement or 

Jail Officer” (DJ-LE-330) or its online equivalent 
ii. A signed and dated “Informed Consent and Waiver” form 
iii. A signed and dated “Release of Information” form; and 
iv. Military veterans must enclose a copy of their DD214 Long form or 

equivalent 
e. The application returned by the applicant shall be limited to the above 

documents, a current resume and a cover letter, if desired. Any additional 
documentation submitted by the applicant such as letters, certificates, 
documents or photographs will remain with the original application.  

f. Applications shall not be rejected because of omissions or deficiencies that 
can be corrected prior to the testing or interview process.  

 
C. Examination Procedures 

a. Written Examinations 
i. All applicants who have correctly completed the Application Procedure 

as outlined above may participate in the written examination for Entry 
Level Law Enforcement Officers as administered by the Watertown 
Police Department. 

ii. The Police Chief and the Police and Fire Commission may select 
another written examination testing service at their discretion or may 
choose to waive the written examination procedure. 

iii. The written examination shall provide testing of the applicant to 
determine his or her ability to perform the tasks as set forth in the 
position description for Patrol Officer.  

iv. After the written examination raw scores are received the applicants 
will be ranked from highest score to lowest score. 

b. Physical Agility Tests 
i. The applicant shall participate in the physical agility testing for Entry 

Level Law Enforcement Officers as administered by the Police Chief or 
his/hertheir designee(s). The physical agility test will consist of the 
following:  

1. Vertical Jump (at least 11.5” above normal reach) 
2. Agility Run (23.4 seconds) 
3. Sit Ups (24 minimum repetitions in one minute) 
4. 300 Meter Run (82 second maximum time limit) 
5. 18 Push-ups (no time limit-rest in up position) 
6. 1.5 Mile Run (20:20 maximum time limit) 

ii. The applicant will be required to pass every portion of the Physical 
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Agility Test to be allowed to continue.  
c. Oral Interview Panel 

i. The candidates who pass the Physical Agility Test and are determined 
to have the top 25 (which includes tie scores) scores on the written 
examination ranking shall be invited to attend the Oral Interview Panel 
Examination.  

ii. The Oral Interview Panel may consist of up to five members and shall 
be chaired by a designee of the Police Chief. The panel shall be 
comprised of current or past law enforcement officers of this or another 
agency, or appropriate substitutes as determined by the Police Chief; if 
convenience allows and/or expediency dictates, the panel may consist 
of up to two Police and Fire Commissioners (PFC). Under no 
circumstances may a quorum of the PFC be present.  

iii. The Oral Interview Panel shall personally interview each candidate 
according to recommended and accepted interview practices. Each 
panel member shall be provided with an evaluation form to be utilized 
in his/hertheir assessment.  

1. An evaluation form shall be completed by each panel member 
for each candidate interviewed.  

2. Panel members shall assess each candidate through the use of 
questions and information provided to them by the Chief or their 
designee, and their own observations and knowledge.  

3. No deviation from the questioning shall be permitted in an effort 
to prevent the asking of any improper question(s) and the 
potential allegation of preferential treatment. The interviewers 
may ask the candidate questions which may clarify a previous 
answer.  

4. Each interviewer shall assess each candidate according to the 
rating guidelines and shall reduce that assessment to a 
numerical score. 

5. The panel shall certify that they have interviewed the candidates 
that appeared before them as well as the assessment score 
recorded by each interviewer and the average computed. The 
information shall be given to the Chief or their designee.. 

d. Final Score Computation 
i. Each candidate can theoretically score a total of 100 points in the 

overall process. The final score is determined by the following 
computation:  

1. Written Examination    up to 25 points 
2. Oral Panel Rating   up to 75 points 

ii. The final placement on the list shall be certified in numerical order 
based upon the above scoring criteria. Tie scores shall appear in 
alphabetical order.  

e. Eligibility List 
i. An eligibility list will be established from the final score computation and 

made available to the Police and Fire Commission for their approval Formatted: Strikethrough
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ii. The eligibility list shall remain in effect for one year from its date of 
certification or until such a time that it is exhausted due to candidates 
no longer being available for employment or being deemed 
unacceptable to the Chief.  

f. Interview with Chief 
i. The Chief may conduct a personal interview with the top three 

candidates to gain knowledge of the candidates not previously 
determined through the testing process.  

ii. If the Chief deems that none of the three is suitable for employment, 
they shall move to the next candidate on the list and may continue that 
process until a suitable candidate is found.  

g. Background Investigations 
i. After the personal interviews are completed by the Chief and a suitable 

candidate has been identified, a complete background investigation 
shall be conducted under the direction of the Chief of Police and shall 
be utilized to gain information concerning the applicant’s suitability for 
employment with the City of Watertown.  

1. Criteria shall be established by the Police and Fire Commission 
and should include the following: 

a. Criminal history records check 
b. Certification of educational records 
c. Certification of employment information and work history 
d. Drivers record check through the Department of 

Transportation 
e. Verification of previous residence information   
f. Verification of at least three personal references 
g. Local law enforcement record check 
h. Neighborhood of residence check 
i. Military record check, if any 
j. Credit history check 

h. Conditional Offer of Employment 
i. The Chief, Human Resources personnel, or their designee shall notify 

the successful applicant that the applicant has been conditionally 
selected for employment. The applicant shall be required to sign a 
“Conditional Offer of Probationary Employment Agreement.” The 
agreement shall detail the specific requirements of further testing which 
may affect the final appointment by the Commission as a probationary 
officer. 

ii. The candidate shall be required to file a written response, either 
accepting or declining the offer.  

iii. Applicants may also be required to sign an employment contract prior 
to progressing forward to the final testing requirements of the process.  

i. Physical and Psychological Examination and Drug Use Testing 
i. The candidate shall be required to submit to a comprehensive battery 

of assessments to determine his or her ability to perform the tasks 
required of a Police Officer with the City of Watertown. 

Commented [EM1]: Chief, is it possible to have HR 
sent the conditional offer?  

Commented [DB2R1]: Yes, I have added that 
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ii. The providers of such assessments shall be determined and/or 

approved by the Police and Fire Commission. 
iii. The testing shall, at a minimum, include the following:  

1. A comprehensive physical examination which includes an 
assessment of the individual’s weight in relation to height and 
body structure, vision and hearing, heart and vascular system, 
pulmonary system, and spine and musculoskeletal system  

2. A comprehensive psychological evaluation and assessment  
3. A drug screen 

 
D. Final Offer of Employment 

a. Upon the completion of all required testing, the final offer of employment shall 
be sent by Human Resources. The Chief shall appear before the Police and 
Fire Commission to provide an update on staffing changes that have occurred 
since the last meeting. Final Offer of Employment upon the completion of all 
required testing, the Chief shall appear before the Police and Fire Commission 
to receive final authorization for appointment of the successful candidate.  

a.  
b. Newly appointed Police Officers shall be on probation for the first 12 months 

of their employment, excluding recruit academy training.   

Commented [DB3]: D. should have paragraph a. 
“Upon the completion…” and paragraph b. “Newly 
appointed…”  - I couldn’t get the formatting to 
cooperate 
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Section B: Fire 
 
A. Minimum Requirements and Qualifications 

a. U.S. citizen and 18 years of age or older at the time of application.  
b. Must hold a valid Wisconsin driver’s license or must obtain a valid Wisconsin 

driver's license within the amount of time allowed by statute.  
c. Graduation from high school or equivalent. 
d. Must be able to meet or exceed the requirements of the job description for a 

Firefighter Paramedic for the City of Watertown** 
e. If not completed at the time of application,s the Candidate Physical Ability Test 

(CPAT) shall be obtained within three months of hire.  
**At the discretion of Fire Chief, minimum requirements, for paramedic, may be waived at 
the time of hire but will need to be licensed and successfully complete department 
paramedic orientation within 128 months of hire date. Flexibility of up to 18 months may be 
granted by the Chief. The Fire Chief may waive certain requirements at the time of 
application for the Firefighter Paramedic position, granting applicants a specific time frame 
to fulfill these requirements as detailed in the job posting.  
 
B. Application Procedures 

a. The application process may shall be administered by the Fire Chief or their 
his/her designee. 

b. The position vacancy may shall be announced via Human Resources in a 
specified geographic location using the appropriate news mediaApplicant Pro 
and all locations identified in the Request to Fill. Technical colleges may shall 
be notified if deemed appropriate. In the event of industry specific postings that 
cannot be completed by Human Resources, the Fire Department shall complete 
the posting.  

i. The advertisement/announcement may specify the minimum 
requirements and qualifications for the position; may provide a 
description of the duties, responsibilities, requisite skills and education 
requirements. 

c. The application materials may include:Individuals who respond to the position 
announcement shall be provided with access to an application packet which 
shall include: 

i. A copy of the job announcement 
ii. A copy of the position description 
iii. An “Application for Employment” APPLICATION FOR EMPLOYMENT 

AS SPECIFIED 
iv. A “Release of Information” RELEASE OF INFORMATION form 
v. A timetable and summary of events relative to the testing process 
vi. A summary of testing requirements  

d. The completed application shall include the following documents: 
i. The completed “Application for Employment”APPLICATION FOR 

EMPLOYMENT AS SPECIFIED 
ii. A signed and dated “Release of Information” RELEASE OF 

INFORMATION form 
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iii. Military veterans must enclose a copy of their DD214 Long form 
iv. A current resume with cover letter  
v. Copies of all certificates, diplomas, etc. verifying qualifications for the 

position 
e. Applications shall not be rejected because of omissions or deficiencies that can 

be corrected prior to the testing or interview. 
 

C. Examination Procedures 
a. Oral Interview Panel 

i. The candidates who meet minimum requirements on the application 
shall be invited to attend the oral interview.  

ii. The Oral Interview Panel may consist of up to five members and shall 
be chaired by a designee of the Fire Chief. The panel shall be 
comprised of two firefighters and one PFC member. The panel shall 
have a minimum of three personnel; if convenience allows and/or 
expediency dictates, the panel may consist of up to two Police and Fire 
Commissioners (PFC). Under no circumstances may a quorum of the 
PFC be present.  

iii. The panel shall be designated by the Fire Chief or their designee.  
iv. The Oral Interview Panel shall personally interview each candidate 

according to recommended and accepted interview practices. Each 
member shall be provided with an evaluation form to be utilized in their 
assessment.  

1. An evaluation form shall be completed by each panel member 
for each candidate interviewed.  

2. Panel members shall assess each candidate through the use of 
questions and information provided to them for the interview by 
the Chief or their designee.  

3. No deviation from the questioning shall be permitted in an effort 
to prevent the asking of any improper question(s) and the 
potential allegation of preferential treatment. The interviewers 
may ask the candidate questions which may clarify a previous 
answer.  

4. Each interviewer shall assess each candidate according to the 
rating guidelines and shall reduce that assessment to a 
numerical score. 

5. The panel shall certify that they have interviewed the candidates 
that appeared before them as well as the assessment score 
recorded by each interviewer and the average computed. The 
information shall be given to the Fire Chief or their designee. 

6. At conclusion of oral interviews, all documents utilized by the 
panel shall be sealed and sent to the Fire Chief or designee for 
proper record retention. 

a.b. Written Examinations 
i. All applicants who are successful in the oral interview have correctly 

completed the Application Procedure as outlined above may participate 
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in the written examination portion of the hiring process. 
ii. The applicant shall participate in the written examination process for 

firefighter/paramedic as administered by the Watertown Fire 
Department. 

iii. The Fire Chief and the Police and Fire Commission may select another 
written examination testing service at their discretion or may choose to 
waive the written examination procedure. 

iv. The written examination shall provide testing of the applicant to 
determine his or her ability to perform the tasks as set forth in the 
position description for Firefighter.  

v. After the written examination raw scores are received the applicants 
will be ranked from highest score to lowest score. 

b.a. Physical Agility Tests 
i. For sworn non-administrative employees, the applicant shall participate 

in the CPAT according to the international standards and successfully 
complete the timed test which consists of the following: 

1. 75 lb. weighted stair climb 
2.1. Hose drag 
3.1. Equipment carry 
4.1. Ladder raise and extension 
5.1. Forcible entry 
6.1. Search 
7.1. Rescue 
8.1. Ceiling breach and pull 

c. Oral Interview Panel 
i. The candidates who took the written test and were successful shall be 

invited to attend the oral interview. Candidates who have valid test 
scores within 12 months of application may submit their scores for 
consideration.  

ii. The Oral Interview Panel may consist of up to five members and shall 
be chaired by a designee of the Fire Chief. The panel shall be 
comprised of two firefighters and one PFC member. The panel shall 
have a minimum of three personnel; if convenience allows and/or 
expediency dictates, the panel may consist of up to two Police and Fire 
Commissioners (PFC). Under no circumstances may a quorum of the 
PFC be present.  

iii. The panel shall be designated by the Fire Chief or his/hertheir 
designee.  

iv. The Oral Interview Panel shall personally interview each candidate 
according to recommended and accepted interview practices. Each 
member shall be provided with an evaluation form to be utilized in 
his/hertheir assessment.  

1. An evaluation form shall be completed by each panel member 
for each candidate interviewed.  

2. Panel members shall assess each candidate through the use of 
questions and information provided to them for the interview 
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3. No deviation from the questioning shall be permitted in an effort 
to prevent the asking of any improper question(s) and the 
potential allegation of preferential treatment. The interviewers 
may ask the candidate questions which may clarify a previous 
answer.  

4. Each interviewer shall assess each candidate according to the 
rating guidelines and shall reduce that assessment to a 
numerical score. 

5. The panel shall certify that they have interviewed the candidates 
that appeared before them as well as the assessment score 
recorded by each interviewer and the average computed. The 
information shall be given to the Chief or their designee. 

6. At conclusion of oral interviews, all documents utilized byin the 
panel shall be sealed and sent to the Chief or designee for 
proper record retention. 

d.c. Interview with Chief 
i. The Chief shall conduct a personal interview with the candidates who 

have successfully completed the written and oral interview. 
e.d. Final Score Computation 

i. Each candidate can theoretically score a total of 100 points in the 
overall process. The final score is determined by the following 
computation:  

1. Written Examination    up to 25 points 
2. Oral Panel Rating   up to 50 points 
3. Chief Interview    up to 25 points 

ii. The final placement on the list shall be certified in numerical order 
based upon the above scoring criteria. Tie scores shall appear in 
alphabetical order.  

f.e. Eligibility List 
i. An eligibility list will be established by the Police and Fire Commission 

from the final score. 
ii. The number of candidates to be placed on the list shall be determined 

by the Police and Fire Commission. 
iii. The eligibility list shall remain in effect for one year from its date of 

certification or until such a time that is exhausted due to candidates no 
longer being available for employment or being deemed unacceptable 
to the Chief. The eligibility list will be reviewed every six months for 
validity (or suitability). 

g.f. Background Investigations 
i. At the time of Chief interviews, candidates may be notified of the 

departments’ intent to begin a background investigation process. 
Candidates shall sign the background release form prior to the 
background investigation beginning.after completion of the interview.  

ii. A complete background investigation shall be conducted under the 
direction of the Fire Chief or their his/her designee and shall be utilized 
to gain information concerning the applicant’s suitability for employment 
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with the City of Watertown.  
1. Criteria shall be established by the Police and Fire Commission 

and should include the following: 
a. Criminal history records check 
b. Certification of educational records 
c. Certification of employment information and work history 
d. Drivers record check through the Department of 

Transportation 
e. Healthcare Provider Background Check through the 

Department of Justice as outlined in WI Stat. 50.065 (1) 
(ag) 

f. Office of Inspector General (OIG) check 
g. Personal reference checks: none of which can be 

employees of the City of Watertown 
h. Local law enforcement record check 
i. Military record check, if any 
j. Credit history check 

h.g. Conditional Offer of Appointment 
i. The Chief or their his/her designeeHuman Resources The Chief shall 

notify the applicant that they have been conditionally selected for 
employment. The applicant shall be required to sign a “Conditional 
Offer of Probationary Employment Agreement.” CONDTIONAL OFFER 
OF PROBATIONARY EMPLOYMENT AGREEMENT. The agreement 
shall detail the specific requirements of further testing which may affect 
the final appointment by the Police and Fire Commission as a 
probationary Fire Ddepartment employees. 

ii. The candidate shall be required to file a written response, either 
accepting or declining the offer.  

i.h. Physical and Psychological Examination and Drug Use Testing 
i. The candidate shall be required to submit to a comprehensive battery 

of assessments to determine his or her ability to perform the tasks 
required of sworn fire staff with the City of Watertown. 

ii. The providers of such assessments shall be determined and/or 
approved by the Police and Fire Commission. 

iii. The testing shall, at a minimum, include the following:  
1. A comprehensive psychological evaluation and assessment  
2. A drug screen 
3. A physical fitness evaluation based on current NFPA 1582 

standards 
 

D. Final Offer of Employment 
a. Final Offer of Employment uponUpon the completion of all required testing, a 

Final Offer of Employment shall be sent by Human Resources. tThe Chief shall 
appear before the Police and Fire Commission to receive final authorization 
for appointment of the successful candidat to provide an update on staffing 
changes that have occurred since the last meeting.e.  
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b. Newly appointed Firefighters shall be on probation for at least the first 12 
months of their employment, or until they have completed their recruit training, 
and successfully completed paramedic licensure and sign off, whichever is 
later, but not to exceed 18 months from date of hire. 

i. Certifications and licenses required for employment or successful 
completion of probation shall be outlined in conditional and final offers 
of employment. 

ii. If not completed during the application process, CPAT certification shall 
be required within three months of hire in order to maintain 
employment.  

iii. For sworn non-administrative employees, the applicant shall participate 
in the CPAT according to the international standards and successfully 
complete the timed test which consists of the following: 

1. 75 lb. weighted stair climb 
2. Hose drag 
3. Equipment carry 
4. Ladder raise and extension 
5. Forcible entry 
6. Search 
7. Rescue 
8. Ceiling breach and pullPhysical Agility Tests 

 For sworn non-administrative employees, the applicant shall participate 
in the CPAT according to the international standards and successfully 
complete the timed test which consists of the following: 

 75 lb. weighted stair climb 
 Hose drag 
 Equipment carry 
 Ladder raise and extension 
 Forcible entry 
 Search 
 Rescue 
 Ceiling breach and pull 

 
 
Adopted June 10, 1996 
Revised August 14, 2000 
  November 13, 2000 
  October 2004 
  November 12, 2012 
  May 5, 2014 
  September 11, 2017 
  May 11, 2020 
  January 24, 2023 
  July 2024 
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WATERTOWN POLICE AND FIRE COMMISSION 
Policies and Procedures 

Sworn Police Officer and Sworn Firefighter Hiring Procedures 
 

 
It is the intent of the Police and Fire Commission to comply with all applicable laws and 

regulations including those set forth by the Fair Labor Standards, the Equal Opportunity 

Employment Commission and the Americans with Disabilities Act. With those intentions 

in mind, it is believed that the benefits of positive recruitment and selection policies will 

be manifested in a lower rate of personnel turnover, fewer disciplinary problems, higher 

morale, better community relations, and the provision of more efficient and effective 

services to the community. 

 

Section A: Police 
 
A. Minimum Requirements and Qualifications 

a. U.S. citizen and 18 years of age or older at the time of application.  
b. Must hold a valid Wisconsin driver’s license or must obtain a valid Wisconsin 

driver's license within the amount of time allowed by statute.  
c. Graduation from high school or equivalency. 
d. Must have at least a two-year associate degree from a Wisconsin technical 

college system district or its accredited equivalent from another state, or a 
minimum of 60-accredited credits; or obtain a waiver from the Wisconsin Law 
Enforcement Standards Board for up to 60 credits for certain training and/or 
experience, such as military training.  

e. Must successfully complete each stage of the recruitment and hiring process. 
f. Must be able to meet or exceed the requirements of the job description for a 

police officer of the City of Watertown.  
 

B. Application Procedures 
a. The application process will be administered by the Chief of Police or their 

designee.  
b. The position vacancy may be announced and advertised by Human 

Resources in appropriate news or social media outlets and on professional 
hiring websites.  The announcement may also be sent to colleges within the 
State which have police science programs and advertised on the City and 
Department websites.  

i. The advertisement/announcement may specify the minimum 
requirements and qualifications for the position; may provide a 
description of the duties, responsibilities, requisite skills and 
educational requirements; and may specify how an application may be 
obtained. The job announcement shall include the fact the Watertown 
Police Department is an Equal Opportunity Employer.  

c. The application materials  may include: 
i. A copy of the job announcement 
ii. A copy of the position description 
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iii. An “Application for Employment as Law Enforcement or Jail Officer” 
(DJ-LE-330) or its online equivalent 

iv. A notification of written and physical agility testing. 
v. A relevant Release of Information form 
vi. An explanation of the recruitment process  
vii. A summary of testing requirements 

d. The completed application shall include the following documents: 
i. The completed “Application for Employment as Law Enforcement or 

Jail Officer” (DJ-LE-330) or its online equivalent 
ii. A signed and dated “Informed Consent and Waiver” form 
iii. A signed and dated “Release of Information” form; and 
iv. Military veterans must enclose a copy of their DD214 Long form or 

equivalent 
e. The application returned by the applicant shall be limited to the above 

documents, a current resume and a cover letter, if desired. Any additional 
documentation submitted by the applicant such as letters, certificates, 
documents or photographs will remain with the original application.  

f. Applications shall not be rejected because of omissions or deficiencies that 
can be corrected prior to the testing or interview process.  

 
C. Examination Procedures 

a. Written Examinations 
i. All applicants who have correctly completed the Application Procedure 

as outlined above may participate in the written examination for Entry 
Level Law Enforcement Officers as administered by the Watertown 
Police Department. 

ii. The Police Chief and the Police and Fire Commission may select 
another written examination testing service at their discretion or may 
choose to waive the written examination procedure. 

iii. The written examination shall provide testing of the applicant to 
determine his or her ability to perform the tasks as set forth in the 
position description for Patrol Officer.  

iv. After the written examination raw scores are received the applicants 
will be ranked from highest score to lowest score. 

b. Physical Agility Tests 
i. The applicant shall participate in the physical agility testing for Entry 

Level Law Enforcement Officers as administered by the Police Chief or 
their designee(s). The physical agility test will consist of the following:  

1. Vertical Jump (at least 11.5” above normal reach) 
2. Agility Run (23.4 seconds) 
3. Sit Ups (24 minimum repetitions in one minute) 
4. 300 Meter Run (82 second maximum time limit) 
5. 18 Push-ups (no time limit-rest in up position) 
6. 1.5 Mile Run (20:20 maximum time limit) 

ii. The applicant will be required to pass every portion of the Physical 
Agility Test to be allowed to continue.  
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c. Oral Interview Panel 
i. The candidates who pass the Physical Agility Test and are determined 

to have the top 25 (which includes tie scores) scores on the written 
examination ranking shall be invited to attend the Oral Interview Panel 
Examination.  

ii. The Oral Interview Panel may consist of up to five members and shall 
be chaired by a designee of the Police Chief. The panel shall be 
comprised of current or past law enforcement officers of this or another 
agency, or appropriate substitutes as determined by the Police Chief; if 
convenience allows and/or expediency dictates, the panel may consist 
of up to two Police and Fire Commissioners (PFC). Under no 
circumstances may a quorum of the PFC be present.  

iii. The Oral Interview Panel shall personally interview each candidate 
according to recommended and accepted interview practices. Each 
panel member shall be provided with an evaluation form to be utilized 
in their assessment.  

1. An evaluation form shall be completed by each panel member 
for each candidate interviewed.  

2. Panel members shall assess each candidate through the use of 
questions and information provided to them by the Chief or their 
designee, and their own observations and knowledge.  

3. No deviation from the questioning shall be permitted in an effort 
to prevent the asking of any improper question(s) and the 
potential allegation of preferential treatment. The interviewers 
may ask the candidate questions which may clarify a previous 
answer.  

4. Each interviewer shall assess each candidate according to the 
rating guidelines and shall reduce that assessment to a 
numerical score. 

5. The panel shall certify that they have interviewed the candidates 
that appeared before them as well as the assessment score 
recorded by each interviewer and the average computed. The 
information shall be given to the Chief or their designee. 

d. Final Score Computation 
i. Each candidate can theoretically score a total of 100 points in the 

overall process. The final score is determined by the following 
computation:  

1. Written Examination    up to 25 points 
2. Oral Panel Rating   up to 75 points 

ii. The final placement on the list shall be certified in numerical order 
based upon the above scoring criteria. Tie scores shall appear in 
alphabetical order.  

e. Eligibility List 
i. An eligibility list will be established from the final score computation and 

made available to the Police and Fire Commission for their approval 
ii. The eligibility list shall remain in effect for one year from its date of 
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certification or until such a time that it is exhausted due to candidates 
no longer being available for employment or being deemed 
unacceptable to the Chief.  

f. Interview with Chief 
i. The Chief may conduct a personal interview with the top three 

candidates to gain knowledge of the candidates not previously 
determined through the testing process.  

ii. If the Chief deems that none of the three is suitable for employment, 
they shall move to the next candidate on the list and may continue that 
process until a suitable candidate is found.  

g. Background Investigations 
i. After the personal interviews are completed by the Chief and a suitable 

candidate has been identified, a complete background investigation 
shall be conducted under the direction of the Chief of Police and shall 
be utilized to gain information concerning the applicant’s suitability for 
employment with the City of Watertown.  

1. Criteria shall be established by the Police and Fire Commission 
and should include the following: 

a. Criminal history records check 
b. Certification of educational records 
c. Certification of employment information and work history 
d. Drivers record check through the Department of 

Transportation 
e. Verification of previous residence information   
f. Verification of at least three personal references 
g. Local law enforcement record check 
h. Neighborhood of residence check 
i. Military record check, if any 
j. Credit history check 

h. Conditional Offer of Employment 
i. The Chief, Human Resources personnel, or their designee shall notify 

the successful applicant that the applicant has been conditionally 
selected for employment. The applicant shall be required to sign a 
“Conditional Offer of Probationary Employment Agreement.” The 
agreement shall detail the specific requirements of further testing which 
may affect the final appointment by the Commission as a probationary 
officer. 

ii. The candidate shall be required to file a written response, either 
accepting or declining the offer.  

iii. Applicants may also be required to sign an employment contract prior 
to progressing forward to the final testing requirements of the process.  

i. Physical and Psychological Examination and Drug Use Testing 
i. The candidate shall be required to submit to a comprehensive battery 

of assessments to determine his or her ability to perform the tasks 
required of a Police Officer with the City of Watertown. 
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ii. The providers of such assessments shall be determined and/or 
approved by the Police and Fire Commission. 

iii. The testing shall, at a minimum, include the following:  
1. A comprehensive physical examination which includes an 

assessment of the individual’s weight in relation to height and 
body structure, vision and hearing, heart and vascular system, 
pulmonary system, and spine and musculoskeletal system  

2. A comprehensive psychological evaluation and assessment  
3. A drug screen 

 
D. Final Offer of Employment 

a. Upon the completion of all required testing, the final offer of employment shall 
be sent by Human Resources. The Chief shall appear before the Police and 
Fire Commission to provide an update on staffing changes that have occurred 
since the last meeting.  

b. Newly appointed Police Officers shall be on probation for the first 12 months 
of their employment, excluding recruit academy training.   
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Section B: Fire 
 
A. Minimum Requirements and Qualifications 

a. U.S. citizen and 18 years of age or older at the time of application.  
b. Must hold a valid Wisconsin driver’s license or must obtain a valid Wisconsin 

driver's license within the amount of time allowed by statute.  
c. Graduation from high school or equivalent. 
d. Must be able to meet or exceed the requirements of the job description for a 

Firefighter Paramedic for the City of Watertown** 
e. If not completed at the time of application, the Candidate Physical Ability Test 

(CPAT) shall be obtained within three months of hire.  
** The Fire Chief may waive certain requirements at the time of application for the Firefighter 
Paramedic position, granting applicants a specific time frame to fulfill these requirements 
as detailed in the job posting.  
 
B. Application Procedures 

a. The application process may be administered by the Fire Chief or their  
designee. 

b. The position vacancy may be announced via Human Resources in  all locations 
identified in the Request to Fill. Technical colleges may  be notified if deemed 
appropriate. In the event of industry specific postings that cannot be completed 
by Human Resources, the Fire Department shall complete the posting.  

i. The advertisement/announcement may specify the minimum 
requirements and qualifications for the position; may provide a 
description of the duties, responsibilities, requisite skills and education 
requirements. 

c. The application materials may include: 
i. A copy of the job announcement 
ii. A copy of the position description 
iii. An “Application for Employment”  
iv. A “Release of Information” form 
v. A timetable and summary of events relative to the testing process 

d. The completed application shall include the following documents: 
i. The completed “Application for Employment” 
ii. A signed and dated “Release of Information” form 
iii. Military veterans must enclose a copy of their DD214 Long form 
iv. A current resume with cover letter  
v. Copies of all certificates, diplomas, etc. verifying qualifications for the 

position 
e. Applications shall not be rejected because of omissions or deficiencies that can 

be corrected prior to the testing or interview. 
 

C. Examination Procedures 
a. Oral Interview Panel 

i. The candidates who meet minimum requirements on the application 
shall be invited to attend the oral interview.  
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ii. The Oral Interview Panel may consist of up to five members and shall 
be chaired by a designee of the Fire Chief. The panel shall be 
comprised of two firefighters and one PFC member. The panel shall 
have a minimum of three personnel; if convenience allows and/or 
expediency dictates, the panel may consist of up to two Police and Fire 
Commissioners (PFC). Under no circumstances may a quorum of the 
PFC be present.  

iii. The panel shall be designated by the Fire Chief or their designee.  
iv. The Oral Interview Panel shall personally interview each candidate 

according to recommended and accepted interview practices. Each 
member shall be provided with an evaluation form to be utilized in their 
assessment.  

1. An evaluation form shall be completed by each panel member 
for each candidate interviewed.  

2. Panel members shall assess each candidate through the use of 
questions and information provided to them for the interview by 
the Chief or their designee.  

3. No deviation from the questioning shall be permitted in an effort 
to prevent the asking of any improper question(s) and the 
potential allegation of preferential treatment. The interviewers 
may ask the candidate questions which may clarify a previous 
answer.  

4. Each interviewer shall assess each candidate according to the 
rating guidelines and shall reduce that assessment to a 
numerical score. 

5. The panel shall certify that they have interviewed the candidates 
that appeared before them as well as the assessment score 
recorded by each interviewer and the average computed. The 
information shall be given to the Fire Chief or their designee. 

6. At conclusion of oral interviews, all documents utilized by the 
panel shall be sealed and sent to the Fire Chief or designee for 
proper record retention. 

b. Written Examinations 
i. All applicants who are successful in the oral interview as outlined above 

may participate in the written examination portion of the hiring process. 
ii. The applicant shall participate in the written examination process for 

firefighter/paramedic as administered by the Watertown Fire 
Department. 

iii. The Fire Chief and the Police and Fire Commission may select another 
written examination testing service at their discretion or may choose to 
waive the written examination procedure. 

iv. The written examination shall provide testing of the applicant to 
determine his or her ability to perform the tasks as set forth in the 
position description for Firefighter.  

v. After the written examination raw scores are received the applicants 
will be ranked from highest score to lowest score. 
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c. Interview with Chief 
i. The Chief shall conduct a personal interview with the candidates who 

have successfully completed the written and oral interview 
d. Final Score Computation 

i. Each candidate can theoretically score a total of 100 points in the 
overall process. The final score is determined by the following 
computation:  

1. Written Examination    up to 25 points 
2. Oral Panel Rating   up to 50 points 
3. Chief Interview    up to 25 points 

ii. The final placement on the list shall be certified in numerical order 
based upon the above scoring criteria. Tie scores shall appear in 
alphabetical order.  

e. Eligibility List 
i. An eligibility list will be established by the Police and Fire Commission 

from the final score. 
ii. The number of candidates to be placed on the list shall be determined 

by the Police and Fire Commission. 
iii. The eligibility list shall remain in effect for one year from its date of 

certification or until such a time that is exhausted due to candidates no 
longer being available for employment or being deemed unacceptable 
to the Chief. The eligibility list will be reviewed every six months for 
validity (or suitability). 

f. Background Investigations 
i. At the time of Chief interviews, candidates may be notified of the 

departments’ intent to begin a background investigation process. 
Candidates shall sign the background release form prior to the 
background investigation beginning. 

ii. A complete background investigation shall be conducted under the 
direction of the Fire Chief or their  designee and shall be utilized to gain 
information concerning the applicant’s suitability for employment with 
the City of Watertown.  

1. Criteria shall be established by the Police and Fire Commission 
and should include the following: 

a. Criminal history records check 
b. Certification of educational records 
c. Certification of employment information and work history 
d. Drivers record check through the Department of 

Transportation 
e. Healthcare Provider Background Check through the 

Department of Justice as outlined in WI Stat. 50.065 (1) 
(ag) 

f. Office of Inspector General (OIG) check 
g. Personal reference checks: none of which can be 

employees of the City of Watertown 
h. Local law enforcement record check 
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i. Military record check, if any 
j. Credit history check 

g. Conditional Offer of Appointment 
i.  The Chief shall notify the applicant that they have been conditionally 

selected for employment. The applicant shall be required to sign a 
“Conditional Offer of Probationary Employment Agreement.” The 
agreement shall detail the specific requirements of further testing which 
may affect  final appointment  as a probationary Fire Department 
employee. 

ii. The candidate shall be required to file a written response, either 
accepting or declining the offer.  

h. Physical and Psychological Examination and Drug Use Testing 
i. The candidate shall be required to submit to a comprehensive battery 

of assessments to determine his or her ability to perform the tasks 
required of sworn fire staff with the City of Watertown. 

ii. The providers of such assessments shall be determined and/or 
approved by the Police and Fire Commission. 

iii. The testing shall, at a minimum, include the following:  
1. A comprehensive psychological evaluation and assessment  
2. A drug screen 
3. A physical fitness evaluation based on current NFPA 1582 

standards 
 

D. Final Offer of Employment 
a. Upon the completion of all required testing, a Final Offer of Employment shall 

be sent by Human Resources. The Chief shall appear before the Police and 
Fire Commission  to provide an update on staffing changes that have occurred 
since the last meeting. 

b. Newly appointed Firefighters shall be on probation for at least the first 12 
months of their employment, or until they have completed their recruit training, 
whichever is later, but not to exceed 18 months from date of hire. 

i. Certifications and licenses required for employment or successful 
completion of probation shall be outlined in conditional and final offers 
of employment. 

ii. If not completed during the application process, CPAT certification shall 
be required within three months of hire in order to maintain 
employment.  

iii. For sworn non-administrative employees, the applicant shall participate 
in the CPAT according to the international standards and successfully 
complete the timed test which consists of the following: 

1. 75 lb. weighted stair climb 
2. Hose drag 
3. Equipment carry 
4. Ladder raise and extension 
5. Forcible entry 
6. Search 
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7. Rescue 
8. Ceiling breach and pull 

 
 
Adopted June 10, 1996 
Revised August 14, 2000 
  November 13, 2000 
  October 2004 
  November 12, 2012 
  May 5, 2014 
  September 11, 2017 
  May 11, 2020 
  January 24, 2023 
  July 2024 
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