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Amends or Supersedes:

SO 9410.39 SO 9811.42 SO 9904.12 SO 0011.36

SO 0201.03

HILLSBOROUGH COUNTY SHERIFF’S OFFICE

CAL HENDERSON, SHERIFF

STANDARD OPERATING PROCEDURE

Number: 201.00

Page: 1 of 5

Date: 08/24/93

Reviewed: 01/23/02

Revised: 01/23/02

SUBJECT: PERSONNEL PERFORMANCE ASSESSMENT AND EVALUATION SYSTEM

INDEX AS: PERFORMANCE EVALUATION; PPAES

I. PURPOSE: The purpose of this standard operating procedure is to establish direction for conducting

performance evaluations for all Sheriff's Office personnel. This daily process shall be conducted

under the guidelines of the Personnel Performance Assessment and Evaluation System (PPAES).

II. SCOPE: This procedure shall apply to all Sheriff's Office personnel.

III. DISCUSSION: The primary goals of PPAES are to: maintain and improve performance, foster and

standardize fair and impartial personnel decisions, provide a medium for personnel counseling,

coaching and dialogue, facilitate proper decisions regarding probationary employees, provide an

objective and fair means for measurement and recognition of individual performance, identify training

and re-training needs and assure the public that the agency's personnel are qualified to carry out their

assigned duties.

These goals can only be accomplished by practicing daily observations, correction, and evaluation of

employee behavior, which are the integral parts of a good performance appraisal. Performance

appraisal is critical to good supervision and leadership.

IV. DEFINITIONS:

A. PPAES Report Forms - these report forms, for each job description, are maintained by each

district/division and consists of five (5) parts:

1. Identifying information

2. Objectives

3. Performance dimensions and rating scales

4. Summary sheet

5. Summary of strengths and areas for development. Procedures for utilization of these five

(5) parts are contained in the PPAES report forms and further explained in the rater's

manual.

B. Interim Evaluation - an evaluation completed at a time that does not coincide with the scheduled

evaluation date.

C. Evaluation Requirement and Period for Sworn Personnel - a one year interval starting on the

employee's employment date.

D. Evaluation Requirement and Period for Non-Sworn Personnel - a six month interval starting on

the employment date; to be followed by an evaluation six (6) months thereafter; and annually

thereafter.
V. PROCEDURE:

A. Evaluation Schedule

1. All sworn Sheriff's Office employees below the rank of sergeant shall be evaluated

annually under the guidelines of PPAES by their sergeant. Sergeants, lieutenants, and

captains shall be evaluated annually under PPAES guidelines by the next highest rank.

Exceptions to this are:

a. Morgan Street Jail

b. The School Resource Section of the Family and Youth Bureau (Special Operations

Division).

* c. Work Release Center

For these two exceptions, the corporal may be designated by the sergeant to complete or

assist in completing the evaluation.

2. All non-sworn Sheriff's Office employees shall be evaluated by their immediate

supervisor.

3. Initially, probationary deputy sheriffs shall be evaluated as required by the Field Training

Officer (FTO) Program. After successful completion of the FTO program, probationary

deputy sheriffs shall be evaluated monthly on the FTO "Phase V Monthly Evaluation

Form." The probationary period is one year. After successful completion of probation,

deputy sheriffs shall thereafter be evaluated annually utilizing the PPAES.

4. Probationary non-sworn employees shall be evaluated bi-monthly for the first six months

with the second month and fourth month being documented on the “Non-Sworn

Probationary Evaluation/Observation Form” (SO 839). The six-month evaluation shall

be documented on the Personnel Performance Assessment and Evaluation Form.

Departmental Commanders may extend this requirement for non-sworn positions at their

discretion. The evaluation forms shall be placed in a file and retained by the supervisor

until completion of the individual's probationary period.

5. When performance evaluations are to be completed on employees, the Personnel

Processing Section will complete a memorandum to the affected Division/District Major

reflecting those employees who are eligible for a performance increase. This

memorandum will be disseminated sixty days prior to the beginning of the pay period the

evaluation is due.

6. The affected employee's performance evaluation must be completed by a supervisor and

submitted to their Division/District Major within thirty days of the memorandum's

notification date. All Division/District Majors will ensure that all evaluations are

completed when due and forwarded to the Personnel Processing Section.

7. Upon receipt of the affected employee's performance evaluation, the Division/District

Major will approve or disapprove their performance increase and submit the original

signed memorandum to the Fiscal Division.

8. Annual evaluation reports shall be prepared, and presented to the person rated.

9. If an employee is transferred, the rater must complete an evaluation on the employee if

180 days of their evaluation period has expired. If less than 180 days has expired, the

rater shall meet with the new supervisor and provide a list of established goals and

objectives, and a summary of the employee's performance thus far in the rating period.

10. If the rater is transferred, the rater must complete step five above on all employees

utilizing the 180 day rule.

B. Responsibilities of the Rater

1. Raters shall inform the employee as to the tasks and expectations of the position, the level

of performance expected and the performance dimensions/rating scales utilized by

PPAES. These tasks shall be completed at the beginning each rating period.

2. Goals, objectives and performance evaluations shall be specific to the job held by the

person rated during the rating period.

3. Raters and employees shall attempt to mutually arrive at measurable and attainable goals

and objectives for rated employees at the onset of each rating period (or upon transfer to

the unit). The employee has a right to refuse the stated goals and objectives and appeal to

the next higher authority. The goals and objectives should be behavioral based and

designed to improve performance and productivity.

4. Raters shall evaluate employees with observations of performance that have been

properly documented. Proper documentation shall include the rater’s observations noted

on an “Observation/Coaching Form” HCSO(GEN) 571(revised 04/00). Evaluations shall

be accurate, fair and impartial so as not to intentionally inflate or deflate the overall

rating.

5. The evaluation shall be based only on performance during the rating period.

6. Raters shall sufficiently interact with employees to observe, evaluate, correct, praise and

document employee behavior on a daily basis. This process shall be a major priority of

the rater's daily work schedule.

7. Raters shall be held accountable for their ability to properly utilize the PPAES.

8. Raters shall sufficiently coach and counsel employees so the annual evaluation is not a

surprise to the employee.

9. Advise any employee in writing whenever their overall performance is deemed to be

"unsatisfactory" 90 days prior to the end of the rating period or as soon as the

unsatisfactory performance is exhibited.

C. In completing and conducting the individual's performance evaluation interview, the rater shall

perform the following tasks if they are applicable to the employee’s job description:

1. Check the individual's Florida driver's license for validity. Using information obtained

through DHSMV, the rater shall document the validity of the employee’s driving

privileges on the first page of the Personnel Performance Assessment and Evaluation

form.

2. Check the individual's weapons qualification record in MAPPER for validity.

3. Inspect issued equipment to include manuals, weapons and assigned vehicle.

4. Check the individual's compliance with the Sheriff's Office Physical Fitness Program

during the applicable rating period. If not in compliance, comments should be noted in

the evaluation.

5. Include explanatory comments in Part V of the PPAES to substantiate overall

performance ratings in the "unsatisfactory" or "outstanding" categories.

6. Allow for written comments and signature by the person rated. The person rated shall

initial each page of the evaluation. The rated person’s signature and/or initials shall

indicate only that the individual has read the report and shall not imply agreement or

disagreement with the content. If the individual refuses to sign the evaluation, the

supervisor shall note the refusal and record the reason given.

7. Develop a remedial training plan whereby, the individual's overall performance rated as

"needs improvement" or "unsatisfactory," may have opportunity for improvement.

8. Sheriff's Office personnel who receive less than a satisfactory overall performance level

shall be placed in the "Performance Improvement Program" (Civil Service Rule 12.9).

Civil Service Rule 12.9 is attached.

D. Responsibilities of the Reviewer

1. The supervisor of the rater shall review each performance evaluation report and sign as

the "Reviewer." The reviewer shall check the evaluations of each subordinate rater for

completeness, fairness, objectivity. This procedure is the primary management tool for

quality control and validity of the system.

2. The supervisor of the rater is required to make written comments on the evaluation form.

Other reviewers comments are optional.

3. The reviewer shall evaluate subordinate raters regarding the fairness and impartiality of

ratings given, their participation in counseling and guidance for rated individuals, and

upon their overall ability to carry out the rater's role in the PPAES.

E. Contested evaluation

1. Individuals may formally contest evaluations by marking the "non concur" box on the

form at the time of the evaluation and by submitting written documentation within five

(5) working days. Said documentation shall be attached to the evaluation instrument.

The reviewing authority may supplement the evaluation with review findings.

2. If the formal review process does not resolve the contested issues, the grievance process

may be utilized as outlined in Standard Operating Procedure 210.00.

F. Routing and Distribution

1. Each evaluation form will be forwarded upward through the chain of command until the

affected Division/ Department Commander has signed and dated the instrument.

2. The Division/District Commander will give the rated individual a copy of the evaluation,

unless forwarded to the Department Commander ( refer to this S.O.P., Section V.F.4).

3. The original evaluation and attachments, emergency notification form and the skills bank

questionnaire shall be forwarded to the Personnel Processing Section for retention in

accordance with Florida Law.

4. In those cases where the Overall Performance Level is either in the outstanding or less

than satisfactory ranges, the ratings must be reviewed and signed by the Department

Commander who will give the individual a copy of the evaluation and forward a copy to

the Sheriff.

G. The Personnel Processing Section shall be responsible for the following:

1. Forward to the Hillsborough County Civil Service Board the appropriate PPAES

documentation for all employees as required by Civil Service Law. The original will be

filed in the employees personnel folder which is maintained in the Personnel Processing

Section.

2. Maintain a computerized file of all performance evaluation results for all Sheriff's Office

personnel. The file shall be maintained in the computer for five (5) years from the

evaluation date.

3. Maintain an account of all evaluations received by the Personnel Processing Section to

the Sheriff's Office personnel roster, to identify missing evaluations.

H. Utilization of Evaluation Results

1. Annual and Interim performance evaluations shall be considered a valuable tool for

personnel decisions such as, but not limited to:

a.determine fitness and suitability for promotion;

b. determine individual training needs;

c. assess individual strengths for future duty assignments; and

d. determine suitability and effectiveness for retention in present assignment.

2. Annual overall evaluations that are in the "unsatisfactory" category shall result in no

salary increases and personnel transfers being delayed or rescinded until performance

reaches an acceptable level. Annual overall performance evaluations in the “needs

improvement” or "satisfactory" categories or above are eligible for any available salary

increases.

I. The Personnel and Training Bureau shall provide training on the Performance Evaluation

System to all supervisors, to include updates to the systems.

Cal Henderson

Sheriff
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A Sample of Personnel Performance Assessment and Evaluation Forms
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Standard Operating Procedures
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Amends or Supersedes: HILLSBOROUGH COUNTY SHERIFF’S OFFICE

CAL HENDERSON, SHERIFF

STANDARD OPERATING PROCEDURE

Number: 117.01

Page: 1 of 4

Date: 05/13/88

Revised: 02/14/00

Reviewed: 02/14/00

SUBJECT: PHYSICAL FITNESS

INDEX AS: PHYSICAL FITNESS; PHYSICAL ABILITY ASSESSMENT (PAA)

I. PURPOSE: The purpose of this Standard Operating Procedure is to define a standard of physical

fitness for Hillsborough County Sheriff's deputies.

II. SCOPE: This procedure shall apply to all sworn law enforcement deputies, detention deputies, and

pre-employment law enforcement and detention deputy applicants.

III. DISCUSSION: The intent of the physical ability standard is to improve physical and mental health,

increase productivity, reduce the number and severity of disabling injuries, reduce sick time usage,

reduce health cost expenditures, and create a more professional public image.

IV. DEFINITIONS:

A. Sheriff's Deputy - A sworn law enforcement or detention deputy of the Hillsborough County

Sheriff's Office.

B. Deputy Sheriff Trainee - All sworn Sheriff's personnel selected and assigned to be trained as a

law enforcement or detention deputy for the Hillsborough County Sheriff's Office.

* C. Physical Ability Assessment (PAA) - An assessment using various tasks to determine if a

person's physical abilities meet certain desired levels as described herein. The assessment is

designed to be completed in 6 minutes and 4 seconds. It is administered to applicants prior to

employment and annually to sworn personnel during in-service training.

* D. Pre-employment Applicant - A person who has applied to be a Hillsborough County Deputy

Sheriff, and has completed the PAA test within a 6 minutes and 4 seconds time limit within 12

months prior to hire date.

E. Physical Fitness - Dynamic health and body efficiency. Fitness is having the energy to carry

out daily job requirements effectively with reserve energy to meet emergencies.

V. PROCEDURE:

* A. PHYSICAL ABILITY ASSESSMENT

Sheriff's deputies and pre-employment applicants who are not excused for medical reasons shall

participate in the PAA to determine their physical abilities level. The evaluation for law

enforcement deputies, correction deputies, trainee deputies and applicants will consist of the

following tasks:

* 1. EXIT CAR / OPEN TRUNK

The person being evaluated (participant) begins seated in the driver's seat of an

automobile with the seat belt on and hands positioned on the steering wheel. The trunk

key is in the vehicle’s glove compartment, which is in the closed position. If the vehicle

has a trunk latch (cover), it is placed in the open position revealing the trunk lock. A

baton is inside the trunk, centered in a position to the front of the automobile's trunk.
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On the command “Go”, a stop watch is started to initiate the timing of the evaluation.

The participant shall remove his/her hands from the steering wheel, unfasten the

seat belt, open the glove compartment, remove the trunk key then exit the

vehicle. The participant shall move to the rear of the automobile and open the

trunk. Immediately after opening the trunk, the participant shall touch each hip with the

opposite hand from behind the back. The baton shall be removed from the trunk, the

trunk shall then be closed and the key left in the lock. The participant shall proceed, with

baton in hand, to the beginning of the 220 yard run.

* 2. 220 YARD RUN

While carrying a baton, the participant shall run 220 yards to the entrance of the obstacle

course.

* 3. OBSTACLE COURSE

The participant shall pass through the pylons at the entrance to the obstacle portion of the

course. Ten feet into the obstacle course, the participant shall climb a 40 inch wall

followed by a series of three (24 , 12, and 18 inch) hurdles spaced five feet apart,

beginning 10 feet beyond the wall. At the participant’s discretion, the hurdles shall be

stepped over or jumped. Ten feet beyond the final hurdle, the participant shall encounter

the first of nine pylons in a single row spaced five feet apart. The participant shall run in

serpentine fashion through the pylons. Ten feet beyond the last pylon, the participant

shall crawl under an eight foot long, 27 inch high low crawl area after which the

participant shall stand, move to the pylons located seven feet beyond the low crawl and

place the baton beside one of the pylons. The participant will run/walk to the wall located

32 feet from the low crawl area and touch the wall.

* Note: If the participant knocks down a hurdle cross arm, the participant shall be required

to begin the hurdle portion of the assessment again. The same shall apply if

a participant knocks down a low crawl cross arm. Timing does not stop during a

reassessment.

* 4. OBSTACLE COURSE (RETURN)

Upon touching the wall, the participant shall return to the pylon where the baton was left,

pick up the baton and run the obstacle course in reverse, returning through the obstacles.

* 5. 220 YARD RUN

After completing the obstacle course and while carrying a baton, the participant shall run

220 yards to return to the vehicle.

* 6. WEAPON FIRE

After completing the second 220 yard run, the participant shall place the baton on the

bench, pick up the firearm and assume a firing position. The participant’s arms will be

kept completely outstretched at shoulder height and parallel with the ground. The

participant shall dry fire six rounds with the right hand then six rounds with the left hand.

The firearm is the returned to the bench.

* 7. OPEN TRUNK / ENTER AUTOMOBILE

Upon completing the obstacle course, the participant shall open the trunk, place the baton

inside the trunk then close the trunk. After the key is removed from the trunk lock, the

participant shall seat him/herself in the driver's seat of the vehicle. The participant shall

close the vehicle door, place the key in the glove compartment then close the glove

compartment. The participant shall fasten their seat belt then place both hands on the

steering wheel, thus ending the assessment.
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B. PRE-EMPLOYMENT SCREENING

1. Sheriff's Office applicants are required to complete the PAA test within a 6 minutes and

4 seconds time limit as part of the screening process for employment.

2. The PAA shall be given under the direction and observation of qualified PAA instructors.

3. Applicants are required to sign a medical release prior to participation in the PAA.

4. Participation in the PAA shall be denied if there is any complaint of illness, or the

detection of a physical impairment or disability by a PAA instructor. If such

observations

are made, the applicant shall be required to obtain another medical clearance from a

physician in order to participate.

C. DEPUTY SHERIFF’S ANNUAL ASSESSMENT

* 1. The PAA shall be given annually to all deputies during in-service training under the

direction and observation of qualified PAA instructors.

* 2. Every Sheriff’s deputy MUST participate in the PAA annually.

* 3. Participation in the PAA shall be denied if there is any complaint of illness, or the

detection of a physical impairment or disability by a PAA instructor. If such

observations are made, the deputy shall be required to obtain medical clearance from a

physician in order to participate.

4. Sheriff's deputies who are unsuccessful in completing the PAA within the desired time

limit shall be given additional opportunities to take the test, as defined in sections D., E.

and F. below.

* D. NON-PARTICIPATION FOR MEDICAL REASONS

1. Sheriff's deputies, who do not participate in the PAA for medical reasons shall be

required to complete a non-participation form detailing the reason(s) for non-participation,

and forward the form to the Training Lieutenant.

2 The lead Instructor shall immediately notify the Training Lieutenant.

3. The Training Lieutenant will evaluate the circumstances and notify the Human Resources

and Training Bureau Captain of the situation.

4. Within DTRAIN, Training shall indicate the deputy, on the noted date, did not participate

(DNP).

5. If the disability is minor and of short duration, the Training Lieutenant will reschedule

the test within thirty days.

6. If the disability appears to be serious and/or lengthy in duration, the Training Lieutenant

shall refer the employee to the Employee Benefits Section. The Employee Benefits

Section shall direct the employee be placed in the appropriate disability status pending

evaluation by a medical provider.

* 7. The PAA shall be completed within thirty days of return to full duty.

* 8. The Employee Benefits Section shall notify Training when the employee is eligible to

return from disability status.

* 9. The District/Division Commander shall be notified by the Training Lieutenant of the

ongoing status of the employee.

* E. REFUSAL TO PARTICIPATE

* 1. Sheriff’s deputies shall not refuse to participate in the PAA without medical justification.

* 2. The PAA Instructor shall notify the Training Lieutenant of a Sheriff’s deputy’s refusal to

participate in the PAA. The PAA Instructor shall initiate a memorandum reference the

refusal to the Training Lieutenant.
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* 3. Within DTRAIN, Training shall indicate the deputy, on the noted date, did not participate

(DNP).

* 4. The Training Lieutenant will evaluate the circumstances and notify the Human

Resources and Training Bureau Captain of the refusal.

* 5. The deputy’s Division Commander shall be notified the employee is in violation of a

Standard Operating Procedure so appropriate disciplinary action may be taken.

* 6. The PAA shall be completed within thirty days of the resolution of the disciplinary

action.

* F. DOES NOT QUALIFY

* 1. The PAA Instructor shall notify the Training Lieutenant of any deputy who participates

but who does not meet the PAA requirements (does not qualify - DNQ).

* 2. Within DTRAIN, Training shall indicate the deputy, on the noted date, did not qualify

(DNQ).

* 3. The Training Lieutenant will evaluate the circumstances and notify the Human Resources

and Training Bureau Captain of the situation.

* 4. The deputy shall be retested at thirty day intervals until successful qualification.

* 5. The District/Division Commander shall be notified by the Training Lieutenant of the

ongoing status of the employee.

Cal Henderson

Sheriff
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SUBJECT:

Detention Corporal


INDEX:

Corporal, Assistant Shift Supervisor, Assistant Housing Unit Supervisor, Releasing Corporal, Work Release Corporal, Modified Relief Corporal


  I.
POLICY:  Detention Corporals are responsible for assisting supervisors in the implementation of Detention Department and Sheriff's Office Policies and Procedures, and for providing for the care, custody and control of the inmate population.  Corporals may also be assigned in other capacities.

 II.
REFERENCE:
CAC Standard 3-ALDF-3A-05

III.
SCOPE:  This procedure applies to all Detention Department Corporals.

 IV.
DUTIES AND RESPONSIBILITIES:  Detention Corporals are responsible for assisting the Shift or Housing Unit Supervisor in the following:


A.
All Corporals



 1.
Shift Takeover




a.
Ensure that all emergency equipment is accounted for and is in good working order.




b.
Complete all items on the Post Takeover Checklist.




c.
Inspect area of assignment for security and cleanliness ensuring that all posts are properly staffed.




d.
Conduct a weekly squad inspection.



 2.
Ensure that all shift schedules and activities, court appearances, doctor's appointments, etc. are carried out on schedule.



 3.
Assist deputies during headcounts, feeding, outside recreation and visitation.



 4.
Supervise fire drills to ensure deputy familiarization with fire and evacuation procedures.



 5.
Investigate incidents involving inmate violations of facility rules and regulations.



 6.
Respond to and investigate inmate grievances, and forward request slips for proper disposition.
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 7.
Review Incident Reports for accuracy and completeness before submitting to a supervisor for review.



 8.
Ensure that inmate observation forms are maintained as required.



 9.
Maintain a log of unusual incidents occurring during the shift.



10.
Instruct subordinate personnel on relevant security measures, policies and procedures, and facility rules and regulations.



11.
Review and recommend approval/disapproval of vacation, holiday and compensatory leave requests.



12.
Prepare and submit probation and annual evaluations as required.



13.
Maintain pay basis sheets.


B.
Additional Duties for Releasing Corporal (Releasing functions and responsibilities will not be delegated below the rank of Corporal):


 1.
Be thoroughly familiar with all categories of releases.



 2.
Review all releasing documents for accuracy, completeness, and any outstanding charges or holds not completely processed.



 3.
Process inmates being released on cash bonds, surety bonds, and RORs ahead of court releases and time served inmates.



 4.
The records unit or individual initiating the release will check FCIC/NCIC for any outstanding warrants or capiases.



 5.
Verify the inmate's identity with photograph, wristband, I.D. two print system, and check date of birth, place of birth, next of kin, address, etc.



 6.
Stamp the inmate folder with the release stamp indicating the date and type of release.



 7.
Have the inmate sign his or her name on appropriate releasing documents as it appears on the Arrest Report.

 

 8.
Inspect checks to insure that the pre-printed numbers and computer generated numbers are the same.  Checks over $250.00 require two signatures.  Attach the top portion of the check to the signed receipt and include in the end of shift paperwork to Accounting.  



 9.
Remove inmate wristband.
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10.
Inform the inmate of any court dates to be set.



11.
Give the inmate a list of available community programs and services, and a release briefing.



12.
If released to another agency, record the inmate's name on the Inmate Taken Out of the Detention Facility log.

*

13.
Provide the inmate with an Indigent Screening Form.



14.
Input release information into the computer using the appropriate code.



15.
Forward the inmate file to the Classification Section.  The inmate file is to include computer printouts reflecting inmate commissary transactions and charges for medical services or property damage  (All computer files containing inmate commissary transactions and/or any fees owed will be purged by the Data Operations Section 18 months after the inmate's release from custody).


C.
Additional Duties for Work Release Corporal



 1.
Investigate and report all serious incidents and security problems to the Work Release Sergeant.



 2.
Coordinate transfers of inmates from jail facilities to the Work Release Center.



 3.
Ensure receipt of commitment and booking documents when transferring inmates.



 4.
Utilize temporarily unemployed inmates for Work Release Center work assignments.



 5.
Coordinate resolution of inmate difficulties or behavioral problems with the Work Release Sergeant.



 6.
Coordinate inmate feeding schedules with Orient Road Jail.



 7.
Initiate supply requisitions for the Center and submit to the Work Release sergeant for review.

seq level0 \h \r7 

seq level1 \h \r0 

seq level2 \h \r0 

seq level3 \h \r0 

seq level4 \h \r0 

seq level5 \h \r0 

seq level6 \h \r0 

seq level7 \h \r0 

8.
Complete Performance Review Evaluations for members of their respective squad, including House Arrest Staff.



9.
Maintain control of duplicate keys to inmate lockboxes.



10.
Serve as Releasing Corporal for the facility.



11.
Serve as the Shift Commander during the absence of the Lieutenant and Sergeant.



12.
Maintain work records and payroll information for their respective squad.



13.
Prepare daily duty assignment rosters.
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*
D.
Additional Duties for Modified Relief Corporal 



 1.
Supervise and coordinate all activities at the public window, ensuring that all transactions are carried out promptly, efficiently and with courtesy.



 2.
Assist in providing information to the public regarding:




a.
Facility rules, regulations and policies




b.
Inmate charges and bonds




c.
Inmate court and release information




d.
Directions to other jail facilities







e.
Inmate visitation schedules for all facilities

*

3.
Process persons surrendering themselves into custody

*                 
4.
Assist the Public Window Community Service Officer with the following duties:




a.
Maintain observation of the lobby area.




b.
Advise the appropriate pod officer of requests for inmate funds and property releases.




c.
Conduct the release and exchange of property.




d.
Process cash bonds, cash purges and fines.




e.
Make copies of arrest paperwork for media.




f.
Receipt and process of miscellaneous court paperwork e.g. property bonds, supersedeas bonds, retake warrants, writs, etc.




g.
Assist with special requests from judges, inmates, staff and other agencies within the Criminal Justice System.




h.
Answer telephones.

*

5.
Other duties as directed by the Booking Sergeant










David M. Parrish, Colonel











Detention Department



Job Families

	Description
	Pay Grade
	Clerical
	Technical/ 

Professional
	Civilian 

Supervisory
	Sworn
	Sworn 

Supervisory
	Trades

	Clerk I
	AC
	X
	
	
	
	
	

	Clerk II
	AE
	X
	
	
	
	
	

	Clerk III
	AG
	X
	
	
	
	
	

	Clerk IV
	AI
	X
	
	
	
	
	

	Secretary
	AE
	X
	
	
	
	
	

	Senior Secretary
	AG
	X
	
	
	
	
	

	Executive Secretary
	AI
	X
	
	
	
	
	

	Senior Executive Secretary
	AK
	X
	
	
	
	
	

	Clerical Supervisor
	AK
	
	
	X
	
	
	

	Administrative Assistant
	AM
	X
	
	
	
	
	

	Legal Secretary
	AL
	X
	
	
	
	
	

	Statistical Clerk
	AG
	X
	
	
	
	
	

	Printer II
	AG
	
	X
	
	
	
	

	Receptionist
	AC
	X
	
	
	
	
	

	Communications Center Coord
	AJ
	
	
	X
	
	
	

	Senior Mail Clerk
	AD
	
	X
	
	
	
	

	Mail Room Supervisor
	AI
	
	
	X
	
	
	

	Word Processing Operator
	AG
	X
	
	
	
	
	

	Senior Systems Analyst
	AU
	
	X
	
	
	
	

	Systems Analyst
	AS
	
	X
	
	
	
	

	Computer Programmer
	AK
	
	X
	
	
	
	

	Senior Computer Programmer
	AO
	
	X
	
	
	
	

	Programmer/Analyst
	AQ
	
	X
	
	
	
	

	Webmaster
	AR
	
	X
	
	
	
	

	Computer Operator Trainee
	AG
	
	X
	
	
	
	

	Computer Operator
	AI
	
	X
	
	
	
	

	Senior Computer Operator
	AK
	
	X
	
	
	
	

	Computer Operations Shift Supr
	AQ
	
	
	X
	
	
	

	Lead Data Entry Operator
	AE
	X
	
	
	
	
	

	Data Entry Operator
	AD
	X
	
	
	
	
	

	Description
	Pay Grade
	Clerical
	Technical/ 

Professional
	Civilian 

Supervisory
	Sworn
	Sworn 

Supervisory
	Trades

	Senior Control Clerk
	AI
	X
	
	
	
	
	

	Systems Coordinator
	AO
	
	 
	X
	
	
	

	Personal Computer Specialist
	AK
	
	X
	
	
	
	

	Software Specialist I
	AO
	
	X
	
	
	
	

	Software Specialist II
	AS
	
	X
	
	
	
	

	Senior Software Specialist
	AU
	
	X
	
	
	
	

	Systems Software Manager
	AW
	
	
	X
	
	
	

	GIS Analyst
	AM
	
	X
	
	
	
	

	Project Manager
	AV
	
	
	X
	
	
	

	Manager of Information Systems
	AY
	
	
	X
	
	
	

	Sr Data Processing Telecom Tec
	AQ
	 
	X
	
	
	
	

	Data Processing Telecom Tech
	AO
	
	X
	
	
	
	

	Executive Buyer
	AS
	
	
	X
	
	
	

	Sr Procurement Analyst
	AQ
	
	
	X
	
	
	

	Property Control Specialist
	AK
	X
	
	
	
	
	

	Procurement Analyst
	AP
	X
	
	
	
	
	

	Buyer
	AM
	X
	
	
	
	
	

	Storekeeper I
	AC
	X
	
	
	
	
	

	Storekeeper II
	AE
	X
	
	
	
	
	

	Storekeeper III
	AG
	X
	
	
	
	
	

	Storeroom Manager
	AI
	
	
	X
	
	
	

	Warehouse/Supply Manager
	AM
	
	
	X
	
	
	

	Registered Nurse
	AO
	
	X
	
	
	
	

	Accountant I
	AM
	
	X
	
	
	
	

	Accountant II
	AO
	
	X
	
	
	
	

	Accountant III
	AR
	
	X
	
	
	
	

	Accounting Clerk II
	AG
	X
	
	
	
	
	

	Accounting Clerk III
	AI
	X
	
	
	
	
	

	Accounting Clerk Supervisor
	AK
	
	
	X
	
	
	

	Financial Reporting Coord
	AU
	
	X
	
	
	
	

	Accounting Manager
	AU
	
	
	X
	
	
	

	Budget Services Coordinator
	AS
	
	
	X
	
	
	

	Description
	Pay Grade
	Clerical
	Technical/ 

Professional
	Civilian 

Supervisory
	Sworn
	Sworn 

Supervisory
	Trades

	Fiscal Analyst
	AO
	
	X
	
	
	
	

	Budget Analyst II
	AP
	
	X
	
	
	
	

	GIS/Mapping Tech II
	AK
	
	X
	
	
	
	

	Personnel Analyst
	AM
	
	X
	
	
	
	

	Personnel Clerk
	AG
	X
	
	
	
	
	

	Sr Personnel Assistant
	AK
	X
	
	
	
	
	

	Personnel Assistant
	AI
	X
	
	
	
	
	

	Training Specialist
	AO
	
	X
	
	
	
	

	Management Systems Analyst I
	AM
	
	X
	
	
	
	

	Management Systems Analyst II
	AP
	
	X
	
	
	
	

	Prin Management Sys Analyst
	AS
	
	X
	
	
	
	

	Claims Service Rep II
	AK
	X
	
	
	
	
	

	Claims Service Rep I
	AI
	X
	
	
	
	
	

	Manager of Special Projects
	AR
	
	
	X
	
	
	

	Manager
	AM
	
	
	X
	
	
	

	Senior Manager
	AO
	
	
	X
	
	
	

	General Manager I
	AQ
	
	
	X
	
	
	

	General Manager II
	AS
	
	
	X
	
	
	

	General Manager III
	AU
	
	
	X
	
	
	

	General Manager IV
	AX
	
	
	X
	
	
	

	Public Relations SPL I
	AF
	X
	
	
	
	
	

	Sr Public Relations/ Info SPL
	AJ
	
	X
	
	
	
	

	Community Relations Coordin
	AP
	
	X
	
	
	
	

	Community Planner II
	AN
	
	X
	
	
	
	

	Comm Svc Progm Coord I
	AM
	
	X
	
	
	
	

	Comm Svc Progm Coord II
	AO
	
	X
	
	
	
	

	Paralegal Specialist
	AM
	
	X
	
	
	
	

	Emerg Comm Supervisor
	AO
	
	
	X
	
	
	

	Process Server
	AI
	
	
	
	X
	
	

	Sr Criminal Intell Analyst
	AO
	
	X
	
	
	
	

	Criminal Intelligence Analyst
	AM
	
	X
	
	
	
	

	Criminal Intelligence Manager
	AQ
	
	
	X
	
	
	

	Description
	Pay Grade
	Clerical
	Technical/ 

Professional
	Civilian 

Supervisory
	Sworn
	Sworn 

Supervisory
	Trades

	Planning/Research Supervisor
	AR
	
	
	X
	
	
	

	Photo Lab Technician
	AH
	
	X
	
	
	
	

	Forensic Print Technician
	AM
	
	X
	
	
	
	

	Senior Photo Lab Tech
	AJ
	
	X
	
	
	
	

	Forensic Print Analyst
	AQ
	
	X
	
	
	
	

	Chief Forensic Print Analyst
	AS
	
	 
	X
	
	
	

	Polygraph Examiner (Civilian)
	AO
	
	X
	
	
	
	

	Fingerprint Tech II
	AJ
	X
	
	
	
	
	

	Fingerprint Tech Supervisor
	AL
	
	
	X
	
	
	

	Evidence Technician
	AI
	
	X
	
	
	
	

	Communications Supervisor
	AM
	
	
	X
	
	
	

	Digital Comm Dispatcher
	AI
	X
	
	
	
	
	

	Sr Digital Comm Dispatcher
	AK
	X
	
	
	
	
	

	Alcohol Br Anlyst Tech Trainee
	AH
	X
	
	
	
	
	

	Alcohol Br Analysis Tech
	AI
	X
	
	
	
	
	

	Alcohol Br Analysis Specialist
	AK
	X
	
	
	
	
	

	Alc Br Testing Unit Supervisor
	AM
	
	
	X
	
	
	

	Digital Comm Dispatch Trainee
	AG
	X
	
	
	
	
	

	Community Service Officer
	AG
	X
	
	
	
	
	

	Small Arms Armorer/Training Sp
	AK
	
	X
	
	
	
	

	Booking Clerk
	AG
	X
	
	
	
	
	

	Master Control Operator
	AI
	X
	
	
	
	
	

	Special Investigator
	AM
	
	X
	
	
	
	

	Social Worker
	AM
	
	X
	
	
	
	

	Human Services Supervisor
	AQ
	
	
	X
	
	
	

	Senior Food Service Aide
	AC
	X
	
	
	
	
	

	Community Coordinator
	AM
	X
	
	
	
	
	

	Graphics Artist
	AK
	
	X
	
	
	
	

	Television Producer/Director
	AO
	
	X
	
	
	
	

	Senior Groundskeeper
	AB
	 
	
	
	
	
	X

	Custodian
	AB
	
	
	
	
	
	X

	Crew Leader I
	AG
	
	
	
	
	
	X

	Description
	Pay Grade
	Clerical
	Technical/ 

Professional
	Civilian 

Supervisory
	Sworn
	Sworn 

Supervisory
	Trades

	Trades/Maintenance Superintend
	AO
	
	
	X
	
	
	

	Electronics Tech Supervisor
	AO
	
	
	X
	
	
	

	Electrician II
	AI
	
	
	
	
	
	X

	Electrician III
	AM
	
	
	
	
	
	X

	Locksmith
	AI
	
	
	
	
	
	X

	Painter III
	AI
	
	
	
	
	
	X

	Refrig Air Cond Mechan II
	AJ
	
	
	
	
	
	X

	Refrig Air Cond Mech III
	AK
	
	
	
	
	
	X

	Multi-Trades Worker I
	AG
	
	
	
	
	
	X

	Multi-Trades Worker II
	AI
	
	
	
	
	
	X

	Multi-Trades Worker III
	AK
	
	
	
	
	
	X

	Electronics Technician II
	AK
	
	
	
	
	
	X

	Electronics Technician III
	AM
	
	
	
	
	
	X

	Telephone Service Supp Spl
	AG
	
	
	
	
	
	X

	Telephone Service Technician
	AK
	
	
	
	
	
	X

	Equipment Mechanic I
	AH
	
	
	
	
	
	X

	Equipment Mechanic II
	AJ
	
	
	
	
	
	X

	Equipment Mechanic III
	AL
	
	
	
	
	
	X

	Auto Equipment Service Spl
	AE
	
	
	
	
	
	X

	Equipment Repair Supervisor
	AN
	
	
	X
	
	
	

	Sr Equipment Repair Supervisor
	AP
	
	
	X
	
	
	

	Facilities Technician
	AK
	
	
	
	
	
	X

	Senior Facilities Technician
	AN
	
	
	
	
	
	X

	Chief Facilities Technician
	AO
	
	
	X
	
	
	

	Senior Aircraft Mechanic/Insp
	AQ
	
	
	
	
	
	X

	Law Enforcement Captain
	SV
	
	
	
	
	X
	

	Law Enforcement Lieutenant
	SS
	
	
	
	
	X
	

	Law Enforcement Sergeant
	SQ
	
	
	
	
	X
	

	Law Enforcement Detective
	SO
	
	
	
	X
	
	

	Law Enforcement Corporal
	SP
	
	
	
	
	X
	

	Law Enforcement Deputy
	SN
	
	
	
	X
	
	

	Polygraph Examiner (Uniformed)
	SO
	
	
	
	X
	
	

	Description
	Pay Grade
	Clerical
	Technical/ 

Professional
	Civilian 

Supervisory
	Sworn
	Sworn 

Supervisory
	Trades

	Sheriff's Pilot
	SO
	
	
	
	X
	
	

	Detention Captain
	ST
	
	
	
	
	X
	

	Detention Lieutenant
	SR
	
	
	
	
	X
	

	Detention Sergeant
	SO
	
	
	
	
	X
	

	Detention Deputy Trainee
	SK
	
	
	
	X
	
	

	Detention Deputy
	SL
	
	
	
	X
	
	

	Detention Corporal
	SN
	
	
	
	
	X
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HILLSBOROUGH COUNTY

SHERIFF’S OFFICE


MISSION

The Mission of the Hillsborough County Sheriff’s Office is to serve, protect, and defend the community while preserving the rights and dignity of all.

VISION

The Vision of the Hillsborough County Sheriff’s Office is to provide effective, efficient, and professional law enforcement, detention and court services while maintaining the highest standards of integrity, accountability, and community service.

Core Values

Integrity

Service

Fairness and Equity

Commitment to Quality
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HILLSBOROUGH COUNTY SHERIFF'S OFFICE PERSONNEL PERFORMANCE
ASSESSMENT AND EVALUATION FORM

Employee: Rank:

Job Title: PID: SS #

Department: Division:

Bureau: Section/Unit:

Rater: Job Title:

Performance Review Date: Date of Evaluation:

Type of Rating: ___ Probationary ___ Annual ___ Special

Rater has confirmed the validity of employee's driving privileges via DHSMYV (if applicable

to the employee's job description).  Yes No

Sustained disciplinary actions during rating period: Yes No

Rater comments about disciplinary action:

Overall Performance Rating: Satisfactory

Needs Improvement

Unsatisfactory
Recommended for a merit increase Yes No
Career goals discussed Yes No
Next higher position discussed Yes No
Training to attain career goals discussed Yes No
Total Years of Education Years

We have read and discussed this Personnel Performance Assessment and Evaluation for this evaluation period
(including the performance ratings, evaluation of objective achievement, and the summary of strengths and areas
for improvement). The employee shall receive a completed copy of the Assessment and Evaluation.

Employee PID # Date Rater PID # Date
SS #

I do/do not agree with the ratings (additional comments may be attached by the employee within five working
days of the evaluation meeting).

Employee Comments (Optional):






Employee Name PID # Initials

Date

PERFORMANCE OBJECTIVES

Date Set: Date Rated:

Objectives should be described in terms of quantity and/or quality and time frames for achievements should be
established where possible for each objective. The objectives should be reasonable, attainable, and set mutually
between the employee and rater. Each objective should include the action steps necessary to achieve the objective
and the objectives should be as specific as possible. From three to five should be established. Recommended
sources for the objectives are: 1) areas for development; 2) areas which may assist the employee's supervisors and
managers achieve their objectives; and 3) developmental activities such as higher education, special assignments,
job rotations, or other experiences to improve or enhance performance in the present position or the most likely
next assignment. These observations should be used as a plan to improve employee's weaknesses.

Objective 1

Far exceeded Exceeded Met Did not meet
Objective 2

Far exceeded Exceeded Met Did not meet
Objective 3

Far exceeded Exceeded Met Did not meet
Objective 4

Far exceeded Exceeded Met Did not meet





Employee Name PID # Initials
Date

Major Strengths:

Areas of Development:

Plan to Improve Performance (Mandatory):

"Mandatory Comments Required For Any Unsatisfactory Category"

Supervisor of Rater Comments (Mandatory):

Signature Print/Type Date

Bureau Commander (Comments Optional):

Signature Print/Type Date

Division/District Commander (Comments Optional; Signature Mandatory):

Signature Print/Type Date

Department Commander (Comments Optional):

Signature Print/Type Date





Employee Name

Date

PID #

Initials

PERSONNEL PERFORMANCE AND ASSESSMENT EVALUATION GUIDE
Law Enforcement Deputy

EVALUATION DIMENSIONS AND RATINGS
**Mandatory Comments Required For Any Unsatisfactory Category**

ARREST

PROCEDURES ___ Satisfactory ___ Needs Improvement ___ Unsatisfactory
ASSISTANCE Satisfactory Needs Improvement Unsatisfactory
CALLS FOR

SERVICE Satisfactory Needs Improvement Unsatisfactory
CASE FOLLOW UP Satisfactory Needs Improvement Unsatisfactory
COURT RELATED

ACTIVITIES Satisfactory Needs Improvement Unsatisfactory
DECISION MAKING/

INITIATIVE Satisfactory Needs Improvement _ Unsatisfactory






Employee Name PID #
Date

PERSONNEL PERFORMANCE AND ASSESSMENT EVALUATION GUIDE

Law Enforcement Deputy

DIGITAL / RADIO
COMMUNICATIONS ____ Satisfactory ___ Needs Improvement ___ Unsatisfactory
INVESTIGATION/
INTERVIEWING Satisfactory Needs Improvement Unsatisfactory
PATROL
PROCEDURES Satisfactory Needs Improvement Unsatisfactory
APPEARANCE /
EQUIPMENT Satisfactory Needs Improvement Unsatisfactory
PUBLIC RELATIONS/
WORKING W/OTHERS Satisfactory Needs Improvement Unsatisfactory
REPORTS/WRITTEN
COMMUNICATIONS Satisfactory Needs Improvement Unsatisfactory






Employee Name PID # Initials
Date

PERSONNEL PERFORMANCE AND ASSESSMENT EVALUATION GUIDE
Law Enforcement Deputy

TRAFFIC CONTROL/
ENFORCEMENT ____ Satisfactory ___ Needs Improvement ___ Unsatisfactory

ARREST PROCEDURES

Arrest Techniques

1. Disarms and restrains suspects (instructs and directs suspect, frisks or pats down and handcuffs suspect).

2. Uses proper degree of force when necessary (handcuffs, hand-to-hand techniques, baton, firearm, mace, or
tear gas).

3. Verifies identity of person(s) arrested.

4. Completes arrest report/affidavit properly.

5. Secures residence or vehicle of suspect.

6. Properly transports suspect(s) to secure facility.

7. Requests adequate backup when appropriate.

8. Uses effective officer safety techniques.
Administrative Procedures:

9. Maintains proper control of suspect's personal property after arrest.

10. Knows and complies with proper juvenile arrest procedures.

11. Issues Notices to Appear/Notices of Violation.

12, Develops probable cause for warrant from leads and other evidence.

13. Gains entry and makes arrest.

14. Maintains adequate notes on arrest.

ASSISTANCE

1. Backs up/assists other law enforcement officers upon request.

2. Backs up/assists other law enforcement officers on own initiative.

3. Assists fire and medical personnel.

4. Assists others with tasks, projects, or investigations where appropriate.

CALLS FOR SERVICE

1 Separates parties in dispute and safely controls the situation.

2. Determines if a crime has been committed.

3. Demonstrates neutral interest in family/neighborhood disputes.
4

5

6

7

Makes referrals to appropriate social agencies.

Assists inebriated, mentally incapacitated or dependent, and lost individuals.
Gives directions to motorists/operators and assists disabled motorists/vessels.
Protects individuals involved and renders first aid when needed.





Employee Name PID # Initials

Date
PERSONNEL PERFORMANCE AND ASSESSMENT EVALUATION GUIDE
Law Enforcement Deputy
CASE FOLLOW UP
1. Informs suspect(s) of charges and police procedures.
2. Develops leads and informants by working undercover, and/or performing neighborhood checks, and/or
locating and questioning suspects and witnesses.
3. Exchanges information with other department units and personnel, surrounding agencies, and merchants.
4. Conducts background checks and checks police record information.
5. Concludes case in a timely manner.
COURT RELATED ACTIVITIES
1. Appears in court on time and prepared for hearings, depositions, and trials.
2. Coordinates/communicates properly with the State's Attorney Office on cases of significance.
3. Reviews cases and prepares for depositions, hearings, and trials.
4. Testifies effectively in court.

DECISION-MAKING/INITIATIVE

W

e

7.

Decision-Making:

Informs supervisor(s) of important matters and emergencies and refers the matter or seeks input or

on-the mlatter when necessary.

Makes logical decisions based on available information, critical priorities, and policy and procedure (use of
force, vehicle pursuit situations, etc.).

Makes decisions when quick responses are necessary.

Takes action to eliminate potential problems.

Initiative:

Takes action and completes tasks without specifically being asked/told to do so.

Makes suggestions/recommendations to others for improvement and/or changes in policies, methods, and
procedures.

Controls field situations and incidents.

DIGITAL/RADIO COMMUNICATION

DU R W~

Informs communications center of location and activities.

Maintains timely communications with the communications center, other units, supervisors, and officers.
Uses proper radio/digital procedures.

Keeps transmissions brief and channels clear.

Carries portable radio when away from vehicle.

Expresses information in a clear and concise manner with appropriate voice volume, grammar, and
vocabulary.





Employee Name PID # Initials

Date

PERSONNEL PERFORMANCE AND ASSESSMENT EVALUATION GUIDE
Law Enforcement Deputy

INVESTIGATION AND INTERVIEWING

SO XA R WD —

11.
12.
13.
14.
15.
16.
17.

Investigation:
Verifies nature and site of the crime/incident.

Determines whether further investigation is warranted.

Seals off and protects crime scene.

Relays facts accurately and completely to appropriate others.
Ensures that crime scene is properly processed for evidence.
Searches auto or building thoroughly for contraband or weapons.
Develops probable cause for search.

Secures residence/building and/or possessions of victim.

Keeps accurate notes of investigations.

Performs neighborhood checks.

Interviewing:
Identifies self to witnesses, complainants, and suspects.

Establishes effective line of communication and/or rapport with witnesses, complainants, and suspects.
Properly identifies victims, witnesses, and suspects.

Obtains written statements.

Informs suspects of charges and police procedures.

Informs suspects of constitutional rights.

Asks clear and concise questions to gather evidence and facts related to the case.

PATROL PROCEDURES

Nk L=

8.

Patrols known high crime and directed patrol areas.

Avoids patterns or set routines in patrolling areas.

Remains visible to general public in appropriate places.

Investigates suspicious incidents or persons, and completes field interview reports.

Drives safely when in pursuit or responding to a call.

Follows agency policies and procedures when operating vehicle (including vehicle pursuits).

Checks buildings, fences, barns, equipment, pastures, and groves for evidence of vandalism, burglary,
thespassing, and poaching.

Demonstrates accurate knowledge of local geography.

PERSONAL APPEARANCE AND EQUIPMENT

AN

Wears uniform/clothes which are clean and in good repair, and in accordance with agency guidelines.
Maintains personal hygiene and appearance in accordance with agency guidelines.

Properly maintains issued equipment in a secure and ready status.

Uses equipment properly and safely.

Cleans, fuels and maintains vehicle according to procedure.

Maintains work materials/area in a clean, neat, secure and ready status.





Employee Name PID # Initials

Date

PERSONNEL PERFORMANCE AND ASSESSMENT EVALUATION GUIDE
Law Enforcement Deputy

PUBLIC RELATIONS/DEALING WITH OTHERS

NoUnhs P~

Acts in a manner which is courteous and professional.

Offers crime prevention suggestions to the public.

Returns phone calls/messages in a timely manner.

Resolves conflict with others through interpersonal actions.

Listens to the views of others.

Interacts appropriately with others and/or properly refers them to the appropriate source.
Uses appropriate grammar and vocabulary.

REPORTS/WRITTEN COMMUNICATION

SANNANE ol S

Writes reports which contain all facts related to the case.

Writes reports which contain correct grammar and spelling.

Writes reports which are legible.

Writes reports which present events/circumstances in correct order.
Writes required reports in a timely fashion.

Writes proper report when necessitated by circumstances and/or policy.

TRAFFIC CONTROL/ENFORCEMENT

1.

2.
3.
4

Identifies traffic violators and takes appropriate action.
Uses correct verbal and hand signals to direct traffic.
Issues warnings and traffic citations when appropriate.
Investigates traffic accidents.

**NOTE The criteria listed should be considered for rating purposes, but the ratings are not limited to

triteria






_1169287804/sop 117.01 Physical fitness.pdf
Amends or Supersedes: HILLSBOROUGH COUNTY SHERIFF’S OFFICE Number: 117.01

CAL HENDERSON, SHERIFF Page: lof4
Date: 05/13/88
STANDARD OPERATING PROCEDURE
Revised: 02/14/00
Reviewed: 02/14/00
SUBJECT: PHYSICAL FITNESS
INDEX AS:  PHYSICAL FITNESS; PHYSICAL ABILITY ASSESSMENT (PAA)
I.  PURPOSE: The purpose of this Standard Operating Procedure is to define a standard of physical
fitness for Hillsborough County Sheriff's deputies.
11. SCOPE: This procedure shall apply to all sworn law enforcement deputies, detention deputies, and
pre-employment law enforcement and detention deputy applicants.

I11. DISCUSSION: The intent of the physical ability standard is to improve physical and mental health,
increase productivity, reduce the number and severity of disabling injuries, reduce sick time usage,
reduce health cost expenditures, and create a more professional public image.

IV.  DEFINITIONS:

A.  Sheriff's Deputy - A sworn law enforcement or detention deputy of the Hillsborough County
Sheriff's Office.

B.  Deputy Sheriff Trainee - All sworn Sheriff's personnel selected and assigned to be trained as a
law enforcement or detention deputy for the Hillsborough County Sheriff's Office.

* C.  Physical Ability Assessment (PAA) - An assessment using various tasks to determine if a
person's physical abilities meet certain desired levels as described herein. The assessment is
designed to be completed in 6 minutes and 4 seconds. It is administered to applicants prior to
employment and annually to sworn personnel during in-service training.

* D.  Pre-employment Applicant - A person who has applied to be a Hillsborough County Deputy
Sheriff, and has completed the PAA test within a 6 minutes and 4 seconds time limit within 12
months prior to hire date.

E. Physical Fitness - Dynamic health and body efficiency. Fitness is having the energy to carry
out daily job requirements effectively with reserve energy to meet emergencies.

V.  PROCEDURE:

* A.  PHYSICAL ABILITY ASSESSMENT

Sheriff's deputies and pre-employment applicants who are not excused for medical reasons shall
participate in the PAA to determine their physical abilities level. The evaluation for law
enforcement deputies, correction deputies, trainee deputies and applicants will consist of the
following tasks:

1. EXIT CAR / OPEN TRUNK
The person being evaluated (participant) begins seated in the driver's seat of an
automobile with the seat belt on and hands positioned on the steering wheel. The trunk
key is in the vehicle’s glove compartment, which is in the closed position. If the vehicle
has a trunk latch (cover), it is placed in the open position revealing the trunk lock. A
baton is inside the trunk, centered in a position to the front of the automobile's trunk.
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On the command “Go”, a stop watch is started to initiate the timing of the evaluation.

The participant shall remove his/her hands from the steering wheel, unfasten the

seat belt, open the glove compartment, remove the trunk key then exit the

vehicle. The participant shall move to the rear of the automobile and open the

trunk. Immediately after opening the trunk, the participant shall touch—each hip with the
opposite hand from behind the back. The baton shall be removed from the trunk, the
trunk shall then be closed and the key left in the lock. The participant shall proceed, with
baton in hand, to the beginning of the 220 yard run.

2. 220 YARD RUN
While carrying a baton, the participant shall run 220 yards to the entrance of the obstacle
course.

3. OBSTACLE COURSE

The participant shall pass through the pylons at the entrance to the obstacle portion of the
course. Ten feet into the obstacle course, the participant shall climb a 40 inch wall
followed by a series of three (24 , 12, and 18 inch) hurdles spaced five feet apart,
beginning 10 feet beyond the wall. At the participant’s discretion, the hurdles shall be
stepped over or jumped. Ten feet beyond the final hurdle, the participant shall encounter
the first of nine pylons in a single row spaced five feet apart. The participant shall run in
serpentine fashion through the pylons. Ten feet beyond the last pylon, the participant
shall crawl under an eight foot long, 27 inch high low crawl area after which the
participant shall stand, move to the pylons located seven feet beyond the low crawl and
place the baton beside one of the pylons. The participant will run/walk to the wall located
32 feet from the low crawl area and touch the wall.

Note: If the participant knocks down a hurdle cross arm, the participant shall be required
to begin the hurdle portion of the assessment again. The same shall apply if

a participant knocks down a low crawl cross arm. Timing does not stop during a
reassessment.

4. OBSTACLE COURSE (RETURN)
Upon touching the wall, the participant shall return to the pylon where the baton was left,
pick up the baton and run the obstacle course in reverse, returning through the obstacles.

5. 220 YARD RUN
After completing the obstacle course and while carrying a baton, the participant shall run
220 yards to return to the vehicle.

6. WEAPON FIRE
After completing the second 220 yard run, the participant shall place the baton on the
bench, pick up the firecarm and assume a firing position. The participant’s arms will be
kept completely outstretched at shoulder height and parallel with the ground. The
participant shall dry fire six rounds with the right hand then six rounds with the left hand.
The firearm is the returned to the bench.

7. OPEN TRUNK /ENTER AUTOMOBILE
Upon completing the obstacle course, the participant shall open the trunk, place the baton
inside the trunk then close the trunk. After the key is removed from the trunk lock, the
participant shall seat him/herself in the driver's seat of the vehicle. The participant shall
close the vehicle door, place the key in the glove compartment then close the glove
compartment. The participant shall fasten their seat belt then place both hands on the
steering wheel, thus ending the assessment.
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B.
observations
sk
*
sk
* D,
sk
* E.

PRE-EMPLOYMENT SCREENING

1.

98]

Sheriff's Office applicants are required to complete the PAA test within a 6 minutes and

4 seconds time limit as part of the screening process for employment.

The PAA shall be given under the direction and observation of qualified PAA instructors.
Applicants are required to sign a medical release prior to participation in the PAA.
Participation in the PAA shall be denied if there is any complaint of illness, or the
detection of a physical impairment or disability by a PAA instructor. If such

are made, the applicant shall be required to obtain another medical clearance from a
physician in order to participate.

DEPUTY SHERIFF’S ANNUAL ASSESSMENT

The PAA shall be given annually to all deputies during in-service training under the
direction and observation of qualified PAA instructors.

Every Sheriff’s deputy MUST participate in the PAA annually.

Participation in the PAA shall be denied if there is any complaint of illness, or the
detection of a physical impairment or disability by a PAA instructor. If such
observations are made, the deputy shall be required to obtain medical clearance from a
physician in order to participate.

Sheriff's deputies who are unsuccessful in completing the PAA within the desired time
limit shall be given additional opportunities to take the test, as defined in sections D., E.
and F. below.

NON-PARTICIPATION FOR MEDICAL REASONS

1. Sheriff's deputies, who do not participate in the PAA for medical reasons shall be
required to complete a non-participation form detailing the reason(s) for non-
participation, and forward the form to the Training Lieutenant.

2 The lead Instructor shall immediately notify the Training Lieutenant.

3. The Training Lieutenant will evaluate the circumstances and notify the Human Resources
and Training Bureau Captain of the situation.

4. Within DTRAIN, Training shall indicate the deputy, on the noted date, did not participate
(DNP).

5. If the disability is minor and of short duration, the Training Lieutenant will reschedule
the test within thirty days.

6. If the disability appears to be serious and/or lengthy in duration, the Training Lieutenant
shall refer the employee to the Employee Benefits Section. The Employee Benefits
Section shall direct the employee be placed in the appropriate disability status pending
evaluation by a medical provider.

7. The PAA shall be completed within thirty days of return to full duty.

8. The Employee Benefits Section shall notify Training when the employee is eligible to
return from disability status.

9. The District/Division Commander shall be notified by the Training Lieutenant of the
ongoing status of the employee.

REFUSAL TO PARTICIPATE

1. Sheriff’s deputies shall not refuse to participate in the PAA without medical justification.

2. The PAA Instructor shall notify the Training Lieutenant of a Sheriff’s deputy’s refusal to

participate in the PAA. The PAA Instructor shall initiate a memorandum reference the
refusal to the Training Lieutenant.





%

action.
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Within DTRAIN, Training shall indicate the deputy, on the noted date, did not participate
(DNP).

The Training Lieutenant will evaluate the circumstances and notify the Human

Resources and Training Bureau Captain of the refusal.

The deputy’s Division Commander shall be notified the employee is in violation of a
Standard Operating Procedure so appropriate disciplinary action may be taken.

The PAA shall be completed within thirty days of the resolution of the disciplinary

F. DOES NOT QUALIFY

1.

2.

The PAA Instructor shall notify the Training Lieutenant of any deputy who participates
but who does not meet the PAA requirements (does not qualify - DNQ).

Within DTRAIN, Training shall indicate the deputy, on the noted date, did not qualify
(DNQ).

The Training Lieutenant will evaluate the circumstances and notify the Human Resources
and Training Bureau Captain of the situation.

The deputy shall be retested at thirty day intervals until successful qualification.

The District/Division Commander shall be notified by the Training Lieutenant of the
ongoing status of the employee.

Cal Henderson
Sheriff
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