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1. INTRODUCTION
Industrial/Organizational Solutions, Inc. (IOS) and the Department of Human Resources (DHR)
Public Safety Team have made a concerted effort to provide you with as much information as
possible at this point in the promotional process. We reserve the right to modify the
information presented in this guide and will notify all candidates of all modifications as soon as
they are available.
The suggestions, tips, and guidelines presented in this guide are what IOS and DHR have seen to
work in the past and with other public safety departments. We, in no way, make any
guarantees that simply following our suggestions and tips will result in a high level of
performance for every candidate. Ultimately, it is each candidate’s responsibility to prepare for
the assessment. We have found that most candidates go well above and beyond what we
suggest for preparation. We encourage each candidate to spend considerable time preparing.
DHR wishes to remind candidates that the examination process is ultimately governed by the
job announcement and official documents such as Civil Service Rules. Many of these
regulations are available on the City’s websites, www.sfdhr.org/ and
www.sfgov.org/civilservice/.
Further, after reading this Preparation Guide you may have additional questions regarding the
selection process. In order to be fair, IOS cannot answer one candidate’s question without
sharing the information with everyone. If you have questions, they must be submitted in
writing to IOS by 5:00 PM Pacific time on December 26, 2016. You may submit questions by
sending an e-mail to exams@iosolutions.com. Please include “H-40 candidate question” in the
email’s subject line.
Responses to relevant questions submitted will be e-mailed to candidates and posted on the
DHR website no later than 5:00 PM on January 9, 2017. For obvious reasons, we cannot answer
questions that might compromise the security or validity of the test.
It is important that DHR has a current valid e-mail address to send all official notifications. If
you change your e-mail address or name after filing your application, be sure to visit
www.jobaps.com/sf and select “Update My Contact Info” or notify the Public Safety Team in
writing as soon as possible.
We wish you the best of luck as you prepare and participate in the promotional process.
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2. OVERVIEW OF THE 2017 SELECTION PROCESS
This guide has been designed to inform you about, and to help you prepare for, the upcoming
promotional process for your agency. In this guide, you will learn about the assessment
process, the types of exercises you will encounter while participating in the assessment, and
instructions and tips that will help you to do your best on the day of the assessment.
Be sure to read through this entire guide carefully. By learning the process by which your
assessment will be developed and conducted, as described within this study guide, you can
better understand how to use the remainder of your pre-assessment preparation period to
prepare for this process.
2.1 The Promotional Examination (Assessment Center)
The SFFD Battalion Chief promotional examination (a.k.a., assessment center or AC) will include
three exercises. The assessment center will be used to determine which candidates possess
more of the qualities necessary to assume higher levels of managerial and administrative
responsibility. The assessment center is a method that is often used in the public sector to
determine which candidates possess the requisite knowledge, skills and abilities (KSAs)
necessary to perform effectively for the position of interest. The SFFD Battalion Chief
assessment center is planned for January 18th – 19th, 2017. All candidates will complete two
exercises on January 18th and one exercise on January 19th.
On January 18th, you will participate in the following exercises:
 Battalion Chief Meeting
 Structured Oral Interview (SOI)
On January 19th, you will participate in the tactical exercise:
 Scenario #1
 Scenario #2
 Scenario #3
These exercises are described in greater detail later in this guide.
2.2 Assessors
Your performance in the assessment center will be evaluated by a panel of assessors. The
assessors are from outside fire service agencies relatively comparable in size and demographics
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to the SFFD. All assessors for the upcoming SFFD assessment will hold the rank of Battalion
Chief or higher.
IOS will conduct training with the selected assessors prior to their participation in rating
candidate responses to the assessment center. Assessor training covers the role of Battalion
Chief, the SFFD and the specific nuances of the exercises. The training also presents a great
deal of information on the rating process and various facets of documentation, observation and
rating. Finally, assessors are thoroughly trained on how to apply the exercise criteria to make
accurate and effective ratings within the assessment process.
Each assessor panel will consist of three members. The rating process will occur during the
week of January 23rd, 2017.
2.3 Exercise Weights
The 2017 H-40 Battalion Chief selection process consists of three exercises. Candidates will
receive a score on each exercise and those scores will be weighted to calculate an overall score.
The table below presents the respective weight of each exercise in the assessment center.
Candidates must participate in all three components and must attain a final overall score above
the established pass point to earn a placement on the eligible list.
Exercise
A. Battalion Chief Meeting
B. Structured Oral Interview
C. Tactical Exercise
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3. ASSESSMENT CENTER DEVELOPMENT PROCESS

3.1 Job Analysis
Job analysis is the in-depth study of a given job to determine the duties and specific tasks that
employees in that position perform, as well as the requisite competencies (i.e., KSAs). Results
from job-analysis studies often yield job descriptions and lists of KSAs and other attributes that
may be required of individuals who perform the job being studied. For the current SFFD
Battalion Chief promotional process, information gathered from the most current job analysis
completed in 2016 was used to identify the tasks, KSAs and behaviors that served as the
foundation of the testing process.
3.1.1 Results
The following sections present lists of the tasks (organized by major job duty area), knowledge
areas, and skill/ability areas relevant to the H-40 Battalion Chief position.
3.1.1(a) Task Statements
1) PREPARING FOR TOUR OF DUTY










Reads journal, reports, and other written communications to determine level and
nature of activities within the battalion for the previous tours.
Meets with off-going Battalion Chief to discuss what has been going on in order to
decide actions that need to be taken to ensure that consistent policy is followed
between Battalion Chiefs.
Talks to Assistant Chief to receive instructions for present tour.
Monitors communications systems (e.g., telephone, radio, CAD, e-mail) for information
relevant to the district to determine status of units within the battalion/Citywide.
Informs officers and others about changes in practice, daily activities, or other
information.
Schedules and prioritizes Battalion Chief duties so that all necessary work is completed
within the tour of duty.
Inspects Chief’s vehicle and equipment (e.g., breathing apparatus, radio) to ensure a
proper check has been conducted.
Checks computer printouts at the beginning of tour to determine that appropriate
personnel are on duty and whether there are any shortages or overages.
Relays information about personnel status (including overages and shortages) between
company, district, and Division.
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Reassigns personnel among battalion stations to balance staffing throughout the
battalion and ensure coverage.
Reviews projection report showing how district will be balanced in order to ensure
proper staffing.
Updates Division on developments in staffing and reports any changes.

2) ALARM TO ARRIVAL
 Assesses situation based on incident and who is responding to determine whether
presence of Battalion Chief is needed on the scene to direct, monitor, or support
firefighters.
 If on inspection or away from the station, informs communications center by radio or
MDT that a Battalion Chief is responding.
 Puts on appropriate Personal Protection Equipment (PPE) in response to alarm.
 Determines route to be followed to avoid delays that might be caused by obstructions
such as traffic jams or construction, taking into account routes to be taken by other
equipment to avoid conflicts.
 Listens to radio communications or MDT to acquire information about nature of a
fire/incident, condition of building/physical site, location and condition of victims, and
location and actions of personnel.
 Plans actions en route to scene, taking into account initial communications, who is likely
to be first on scene, relation to other resources on the way and in district, time of day,
etc.
 En route to possible hazardous materials incidents, determines the approach that units
will take in responding, including the distance units will maintain away from the scene.
 Attends to cues (e.g., smell or smoke) while approaching emergency in order to prepare
response or action on scene.
 Notifies communications center of problems encountered on way to scene.
 Provides direction to company officers as needed while en route to incident scene.
3) SIZE-UP AND INCIDENT COMMAND
 Receives and carries out orders of Incident Commander.
 Assumes role of Incident Commander at fire scene when first to arrive and until higherranking officer arrives.
 Establishes command of the incident in accordance with the Incident Command System.
 Informs communications center, via radio, of conditions of fire and need for additional
personnel and/or equipment if first Battalion Chief to arrive on scene.
 Analyzes information about the fire scene (e.g., extent of fire, seat of fire, size of
building, time of day, location of fire suppression equipment and personnel in building,
type of building construction, occupancy, content of building, and occupant’s behavior)
to formulate a strategy for fighting the fire.
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 Establishes a command post in a safe area so that the activities of all involved in
containment and treatment can be effectively coordinated.
 Instructs companies on what equipment to bring to the scene.
 Instructs companies on how and where to enter the fire scene.
 At emergency incidents, gives commands to subordinates regarding the positioning of
apparatus.
 Determines and confirms proper placement of all apparatus to ensure that they can
address the emergency.
 Directs officers on where to lay and deploy hoses to extinguish fire or protect exposures.
 Directs officers regarding where to aim hose stream and when to advance hoses to
extinguish fire.
 Directs officers to turn off utilities using shutoffs.
 Orders firefighters or officers to direct traffic at emergency scene (e.g., auto accident).
 Directs company officers on what actions they and their crews should take to address
the situation.
 Directs Incident Support Specialist to investigate areas of the incident that merit closer
observation in order to acquire further information about the scene.
 Coordinates the work activities of several fire companies in order to maintain control
and ensure work efficiency.
 Communicates verbally with officers to keep them informed of activities that might
affect them next in the sequence of activities at an incident.
 Monitors and assesses conditions and circumstances at scene to determine if additional
resources are needed or if companies on scene can be held in reserve.
 Sizes up fire by observing extent and location of smoke and flames, noting wind, building
type, contents, and exposure potential of adjacent structures to determine additional
support personnel and/or equipment needed at the scene.
 Receives information via radio from officers inside the building in order to direct activity
of other responding companies and to assess safety conditions within the building.
 Assesses conditions inside facility (e.g., condition of building; softness of roof or floor;
characteristics of smoke, heat, and fire; paths of extension; and means of egress) in
order to ensure safety of companies working inside.
 At emergency incidents, evaluates information from subordinates, civilians, and other
public officials (e.g., SFPD, PG&E) in order to determine what needs to be done.
 Assesses the extent of the fire emergency, and the resources available to determine
whether other agencies (e.g., SFPD, PG&E, water department) are needed or mutual aid
is required.
 Exchanges information with other responding units and resources (e.g., police, health
department, cliff rescue unit, etc.) in order to direct and coordinate the activities of the
units.
 Coordinates activities with police and other responding units (e.g., ambulance) at first aid
scene.
 Issues orders regarding who can and cannot enter the building to ensure the safety of
crew and preservation of evidence.
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 Assesses time of day, wind conditions, property labels (e.g., HazMat), crowd situation,
and other factors to determine degree of hazard and its potential for extension.
 Directs containment of hazards by ordering sand, dirt, or other materials to be placed on
or near hazard.
 Instructs crew about what protective gear to wear at the scene of a hazardous materials
incident.
 Initiates hazardous materials protocol (e.g., notification of health department, etc.).
 Determines the nature of a potential hazard from examining labels on containers or
buildings and consulting reference books.
 Establishes safe perimeter around hazardous materials and issues orders to ensure crew
and public safety.
 Obtains technical support/guidance from HazMat specialists regarding procedures for
dealing with hazardous materials.
 Directs SFPD, MTA, and others to reroute vehicle and pedestrian traffic on streets to
facilitate handling of problems at the scene.
 Monitors physical condition of personnel (e.g., fatigue, steadiness) in order to determine
when rest or replacement personnel are needed.
 Observes personnel at fire scenes to ensure that they are wearing the proper equipment.
 Evaluates conditions of fire scene to determine type of extinguisher or extinguishing
agent to use (e.g., water, carbon dioxide, dry chemical, foam, or sand).
 At the request of incident commander, inspects the fire ground and building interior to
determine the best course of action.
 Ensures access to building control stations and examines panel or other alarm devices to
determine type of fire and its location.
 At emergency incidents, questions civilians to obtain information such as the extent of
injuries, the nature of the incident (e.g., type of fire, location of fire, occupancy of
buildings etc.).
 Analyzes sequence of fire, char of wood, smoke patterns on walls or furniture, burned
debris, residue, and unusual circumstances at the scene to determine cause of fire.
 Questions occupants and witnesses to obtain information that would help identify cause
of fire.
 Notifies Bureau of Fire Investigation when unable to determine cause of fire or when fire
is suspicious.
 Informs Incident Commander about suspicious aspect of fire (e.g., an unusual odor, more
than one fire in different areas, broken windows or doors, etc.).
 Notifies the police when it is obvious that a fire has been set.
 Ensures that the building’s fire alarm is working properly and other safety equipment is
reset before leaving the scene.
 Ensures the safety of all members working at the incident scene.
 Ensures the tracking and accountability of all members under the BC’s command at the
incident scene.
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4) SEARCH AND RESCUE
 Evaluates conditions to determine if it is safe for firefighters to proceed with rescues
(e.g., conditions of fire, tides, currents, whether equipment needed is available).
 Evaluates nature of fire and degree of spread to determine if victims should be relocated
to a sheltered area (e.g., smoke-proof tower), sheltered in place, or removed from the
building.
 Determines priorities of rescue activities, such as to apply first aid versus extrication.
 Determines priorities in rescuing victims where multiple victims are involved.
 Gathers information from various sources at emergency scene (e.g., communication
center, on-scene fire personnel, or witnesses) regarding location of victims and special
circumstances.
 Questions the company or building engineer in order to obtain information concerning
the operation of the elevator and to make decisions on how to rescue trapped people.
 Oversees communication with trapped victims to calm and reassure them during
emergency and hazardous situations until they can be rescued.
 Communicates verbally and via radio with other officers or units on scene in order to
coordinate efforts to rescue victims.
 Calls communications center to request assistance of special units (e.g., cliff rescue,
Coast Guard).
 Directs officers regarding how to rescue trapped victims, potential jumpers, animals, and
others in distressed situations, including what equipment to use and its placement and
appropriate use.
 Informs officers when electricity and gas need to be turned off to maintain safety of the
emergency scene, acquiring assistance from utilities when needed.
 Ensures primary and secondary search of fire building to ensure all victims are removed
to safety.
 Calls for additional medical assistance as necessary.
 Analyzes first aid scene to determine what safety procedures need to be implemented to
protect the crew.
 Directs firefighters to assist paramedics and EMTs in care of victims (e.g., by driving
ambulance or obtaining equipment required at the scene).
 Requests appropriate religious representative or Stress Unit to counsel members or their
families.
5) VENTILATION, SALVAGE, AND OVERHAUL
 Evaluates conditions of fire, smoke, heat, wind, etc., and type of dwelling to determine
where, when, and how building should be ventilated to retard the spread of fire and to
avoid hostile fire event.
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 Evaluates condition and type of roof to determine whether roof is safe to support the
weight of the firefighters and their equipment.
 Directs officers to ladder building using aerial or ground ladders to gain access to upper
floors and roof for purposes of ventilation.
 Directs company to put salvage covers on furniture or other valuable property, or to turn
off sprinkler system, during course of fire in order to preserve property and evidence.
 Observes condition of building while salvage functions are being conducted to ensure
that building is safe for salvage operation.
 Directs officers to remove furniture, appliances, material, etc., to outside to eliminate
possibility of rekindle or to keep it safe.
 Directs officers to pull down ceilings or to open walls and floors to facilitate inspection to
locate remaining fire, hot spots, or to release smoke and heat.
 Visually inspects premises closely to determine if fire has been extinguished, and that it
will not rekindle.
 Orders officers to protect suspicious areas and preserve evidence for use by Bureau of
Fire Investigation.
 Directs officers to remove water with pumps, squeegees, mops, buckets, and similar
equipment.
 Directs officers to replace sprinkler heads and to put sprinkler back in service prior to
leaving the scene.
 Determines if and when building is secure enough to relinquish control to responsible
party or owner prior to leaving the scene.
 Directs officers when and how to secure building (e.g., cover windows or holes in roof)
prior to leaving the scene.
6) INSPECTIONS
 Develops schedules and conducts company inspections (e.g., hose test, hydrants, etc.).
 Makes phone calls to building superintendents, engineers, and security personnel in
order to arrange on-site inspections.
 Conducts building inspections (e.g., target hazard) in order to look for potential
problems, familiarize self with facility, develop/arrange for orientation program for
company, or develop plan for evacuation or fire attack.
 Informs officers during and after inspections about layout, hazards, special conditions,
and other characteristics of buildings to understand how to fight fires in them, or to
perform rescue operations.
 Looks for fire hazards, checks tags on fire extinguishers and alarm systems, and
determines if there is a fire code violation during inspections.
 Reviews building evacuation plans with building management to ensure awareness and
adequacy of procedure.
 Meets with building engineers to review type of construction and fire protection
equipment available in the event of fire.
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 Uses information gathered from inspections to develop programs to orient companies to
particular features of targeted buildings.
 Draws floor plans from information gathered during inspections to indicate locations of
life safety systems (e.g., elevators, stairs) and utility shutoffs (i.e., water, gas, electrical).
 Reviews prepared pre-fire plans and access maps for properties related to company
operations that might lead to greater alarm fires and natural disasters.
 Inspects buildings to see if fire hazards or violations previously cited have been abated.
 Familiarizes self with buildings or transit systems (e.g., building layout, type of
occupancy, and structural information) during inspection in order to be able to respond
appropriately in emergency.
 Informs other agencies (e.g., DBI, Health Department, etc.) as appropriate of apparent
violations of codes which they enforce.
 Writes and issues Notice of Corrective Action and citations to building owner or manager
when violations exist.
 Advises building owners/managers on how to abate code violations.
 Reports obvious hazards (e.g., flammable rubbish or locked doors) to owners of buildings
and to the Bureau of Fire Prevention.
 Reports apparent violations of Fire safety code to Bureau of Fire Prevention for action.
 Takes immediate action to correct dangerous hazards (e.g., locked exits) that are
discovered during building inspections.
 Conducts inspections of Christmas trees and decorations at public assemblages, including
flammability tests, to ensure compliance with appropriate fire codes.
 Inspects the facilities of Christmas tree vendors to ensure that the vendor has the
appropriate permits.
 Directs companies to perform regular inspections of hydrants, cisterns, or other water
supply sources.
 Checks areas for obstructions (e.g., trees, power lines) to determine if apparatus can be
driven through safely in the event of a fire or other incident.
 Inspects BART/MUNI tunnels and piers to ensure that areas are unobstructed and free of
hazards, and equipment is available to facilitate emergency response.
 Inspects public assemblages for compliance with City ordinances regarding exits, crowd
size, and other safety codes.
 Informs owner or manager of the limits allowed in public assemblages and what actions
need to be taken in order for facility to be in compliance.
 Visit site of street fairs or other public gatherings to determine that permits have been
issued, appropriate tents are being used, standpipes are not blocked, fire lanes are not
blocked, and hydrants are not hidden.
 Issues permits to street fair vendors after ensuring that cooking equipment functions
properly.
 Calls police to close down night clubs or public events with safety hazards that could
result in injury or loss of life.
 Visits building in response to complaint from the public in order to ensure compliance
with the appropriate fire codes.
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 Direct and/or oversee fire drills in high schools and high-rise buildings to ensure correct
response and that safety equipment functions properly.
 Observes high-rise fire drills to provide feedback to building management.
 Develops inspection schedules to ensure orderly and systematic inspection of high-rises,
target hazards, public housing, and public assembly buildings within the district.
 Issues notice of violation to building owner or manager if building’s alarm is not working
properly.
7) OUTREACH AND EXTERNAL COMMUNICATIONS
 Explains firefighting practices, equipment procedures, and policies to civilians (e.g., how
equipment works, consequences of false alarms, etc.) during tours and public functions
as a public service.
 Explains SFFD procedures and apparatus to other safety personnel as part of mutual aid
and assistance.
 Speaks to members of the public for Fire Department during inspections and
emergencies.
 Instructs spectators and non-safety personnel what to do and where to be during an
emergency.
 Makes oral presentations to community groups and schools regarding fire safety and
prevention as a representative of the Fire Department.
 Attends neighborhood meetings on fire safety and prevention as a representative of the
Fire Department.
 Contacts Red Cross to provide shelter for victims of fire or disaster.
 Explains nature of incidents to media to ensure accurate coverage.
 Testifies in court regarding fire-related matters as a representative of the Fire
Department.
 Maintains Fire Department presence at major City events (e.g., neighborhood street fairs
and parades) to establish communications and to be a part of the ICS.
 Participates in meetings with other agencies as part of a mutual aid program.
 Coordinates earthquake and other disaster programs with various institutions (e.g.,
hospitals) to ensure adequate functioning during emergencies.
 Assists with coordination of traffic flow and re-routing of apparatus for special situations
(e.g., parades) to ensure adequate fire service coverage.
 Notifies other units of City Departments of public safety hazards so they can take action
to abate the problem.
 Advises other agencies in regard to SFFD services, capabilities, policies, etc.
 Provides expertise to other agencies to aid in the development of their own policies and
operating procedures.
 Investigates and intervenes in disputes between the public and Fire Department
personnel.
 Attends work group or project team meetings.
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 Exchanges information with members of other project teams to keep abreast of Fire
Department activities.
 Meets with outside agencies (e.g., police, PG&E, MUNI, etc.) to plan for coordination of
activities in the event of natural disasters or terrorist attacks.
 Interviews witnesses or those involved in an accident, complaint, incident, or injury to
gather information on the event.
 Investigates complaints registered by citizens on property loss or damage to property to
determine if loss or damage was due to firefighting activities.
8) MANAGEMENT, ADMINISTRATION, AND ENSURING COMPLIANCE WITH DEPARTMENT
POLICY
 Attends Division staff meeting to receive information from Assistant Chief and review
and critique incidents with other Chiefs.
 Meets with the Assistant Chief to discuss new or revised Fire Department policies.
 Formulates policies for the battalion concerning the actions and responsibilities of
battalion personnel.
 Reviews the administrative policies formulated by Captains in the battalion to ensure
that they are appropriate and do not conflict with Department policy.
 Discusses with and provides input to company commanders regarding policies for the
stations in the battalion.
 Monitors subordinate actions and behavior to ensure that they are consistent with SFFD
policy, practices, and procedures.
 Meets with battalion personnel to explain new standards and to discuss implementation
of new orders and procedures.
 Evaluates condition of station house, personnel, equipment, and apparatus to ensure
that all is operating and in compliance with SFFD policy, practices and procedures.
 Conducts formal inspections of each station (including the facility, personnel, records,
and equipment) within the battalion in order to determine if Department policy is being
followed.
 Conducts interviews and gathers information on EEO complaints in order to obtain facts
and to present a report.
 Interviews Fire Department personnel, and gathers information for the Fire Department
Chief so the Chief can determine appropriate disciplinary action.
 Researches topics assigned by headquarters by reading resource materials and
interviewing experts or concerned persons in order to formulate recommendations or
evaluate existing procedures.
 Works on committees in addition to regular duties in order to meet special project goals
(e.g., review and update manuals).
 Analyzes information gained in an investigation to formulate a theory of cause and to
recommend prevention of future incidents (except EEO investigations).
 Observes the performance of firefighters and officers in order to evaluate their
performance.
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 Meets with company officers in each fire house to explain new orders, inspect house,
answer questions, and relay and receive information.
 Assesses the performance of Captains, Lieutenants, and Incident Support Specialists and
completes their annual performance appraisal ratings.
 Determines whether the performance of firefighters warrants citation for merit or
company sanction.
 Reviews annual performance appraisal forms with Captain or Lieutenant to provide
feedback concerning their performance.
 Reviews the performance evaluations completed by Captains and Lieutenants (including
probationary reports) in order to ensure that they are accurate and agree with the
Battalion Chief’s knowledge of the subordinate’s job performance.
 Provides performance feedback to officers and their individual company members in
order to improve their performance.
 Counsels and coaches subordinates when there are performance standard or personnel
problems (e.g., tardiness).
 Resolves problems between firefighters or between firefighters and officers.
 Make recommendations to Captains/officers regarding company sanctions, such as
denying requests for trades, assigning night watch, or details without credit.
 Reviews written recommendations of company sanctions from Captains and Lieutenants
regarding their subordinates to determine whether the action is appropriate.
 Collects documents relevant to subordinates’ job performance in order to determine
whether company sanction is necessary.
 Visually inspects firefighters for appropriate attire to determine compliance with
Department regulations.
 Asks question to probationary firefighters and officers to determine proficiency level and
whether improvement or further development is needed.
 Observes performance of probationary firefighters and Lieutenants to evaluate eligibility
for permanent position.
 Holds conferences with probationary firefighters and officers at the request of higher
ranking officers to discuss their performance.
 Meet with officers to discuss issues related to EEO compliance.
 Informs Assistant Chief of unresolved grievances (e.g., interpersonal conflict between
firefighters).
 Reports EEO complaints to Assistant Chief or Department of Human Resources.
9) TRAINING
 Evaluates performance of companies to determine if and what types of special drills are
necessary to improve performance.
 Conducts orientation drills for specialized situations (e.g., BART drill, new high-rise
building) to familiarize self and crew with situation and to achieve coordinated practice.
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 Conducts drills such as battalion drills or high-rise drills with the companies of the
battalion in order to improve their skills in working as a unit.
 Conducts training drills with Incident Support Specialists to improve their skills and level
of knowledge in performing their assigned duties.
 Develops drills on topics that are unique to district (e.g., cliff rescue, high-rise evacuation
plan, wildland fire, etc.) in order to prepare companies for emergency.
 Schedules battalion drills.
 Observes companies as they participate in drills in order to ensure that they are being
conducted safely, properly and to identify potential problems.
 Provides feedback to officers or firefighters on their performance during emergency or
drill.
 Observes training drills conducted by officers to assess their performance as trainers.
 Critiques fire ground activities with officers to help everyone learn from experience in
case they encounter a similar situation.
 Reads current publications and texts for new fire prevention and suppression
techniques.
 Participates as a member of a team in training drills.
 Asks subordinates questions during training to ensure that they understand and
comprehend what is being taught.
 Gathers information and develops material in order to conduct a class.
10) ADMINISTRATIVE INFORMATION GATHERING/DISSEMINATING, REPORT WRITING, AND
RECORD KEEPING
 Reviews journal to familiarize self and understand status of personnel, equipment, and
apparatus in station.
 Collects reports daily from each company in battalion; checks them for accuracy, form,
and content; and delivers them to Division for processing.
 Reads information posted on board in order to make decisions about personnel and
equipment needs for the tour.
 Reads General Orders, e-mails, and memos to learn about changes in practice, policy,
procedure, or other information.
 Reviews and evaluates complaint letters to determine if further investigation is
warranted—make appropriate recommendations and/or respond to complaint as
needed.
 Maintains battalion files, including equipment inventories, building inspections, reports,
and district needs (e.g., target hazards, resources, building key locations, etc.).
 Prepares reports on how new equipment functions.
 Writes in journal to document location of fire, time of incident, incident number, who
responded, equipment used, and how extinguished.
 Maintains files in Chief’s vehicle on location of keys to buildings, target hazards, highrises, and resources lists.
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 Interviews witnesses and gathers on-site information needed to complete department
vehicle accident investigation reports.
 Gathers information required for incident reports (e.g., what happened, where it
occurred, what equipment was used, and who was involved) to be prepared by the
Incident Support Specialist.
 Inspects the scene of the accident, incident, compliant, or injury and any physical
evidence in order to gain information on the event.
 Writes reports of accidents involving equipment or personnel to document what
occurred in the incident.
 Writes investigative reports of disciplinary actions to forward through chain of command
to the Chief.
 Writes reports of meritorious behavior to document what occurred in the incident.
 Writes reports to indicate materials involved, source of ignition, degree of damage, etc.,
according to the codes provided by the State Fire Marshal Office and fire insurance
companies.
 Writes reports (narrative style) in order to maintain records of work activities (e.g.,
public assemblage report), document investigations, document special projects, etc.
 Writes information on standardized forms (e.g., personal injury reports, equipment
reports, or fire prevention reports).
 Communicates via email with other Department personnel using department e-mail
system.
 Uses the computer to look up incident reports filed by companies.
 Ensures that accurate incident reports are entered into the computer for each incident in
the battalion.
 Uses the on-line records management system to maintain accurate records of the status
of personnel.
 Uses the Human Resources Management System (HRMS) to check and maintain accurate
records of the status of personnel.
 Reviews in HRMS positions to which staff are assigned to ensure that staff receive the
appropriate premium pay.
 Ensures all required monthly reports for the battalion and companies within the
battalion are completed correctly and in a timely manner on HRMS.
 Ensures the proper documentation of injuries to members under their command.
 Uses computer to complete various on-line documents (such as NFIRS, General Form,
Report of Injury 3807, SAIR 2501 report, Exchange of Tour form, Exceed the Trade Rule
form, School Exit Drills form, Broken Hydrant report, Civil Court Appearance form,
Meritorious Award form, Member Conference form).
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3.1.1(b) Knowledge Statements
A KNOWLEDGE OF POLICIES AND PROCEDURES
























Knowledge of the Department's staffing policy regarding the appropriate level of
staffing in fire suppression units.
Knowledge of responsibilities involved in training probationary firefighters.
Knowledge of departmental policies and procedures for training and instruction during
drills.
Knowledge of the Department's policies regarding standards of performance and
conduct to know what behavior constitutes a violation of rules or policy and procedures.
Knowledge of the Department's policies regarding, personal appearance, uniforms and
protective clothing.
Knowledge of the Department's rules and regulations regarding tardiness, absenteeism,
and failure to report.
Knowledge of procedures in handling racial and sexual harassment issues.
Knowledge of the SFFD Injury and Illness Prevention Program.
Knowledge of the Department's rules and regulations regarding sick leave and disability
rules.
Knowledge of the policies, general orders, and relevant department procedures and
manuals in designing a firefighting plan.
Knowledge of response procedures for fire station.
Knowledge of procedures, practices, and policies for operation, inspection,
maintenance, and repair of tools and equipment.
Knowledge of emergency medical treatment procedures to assist victims.
Knowledge of the traffic laws pertaining to emergency response procedures.
Knowledge of the Department's policies regarding vehicle operation in an emergency
response.
Knowledge of reports that need to be completed, and when, for each event.
Knowledge of alarm systems and how to reset them.
Knowledge of search procedures used by SFFD.
Knowledge of turnoff procedures for all utilities (i.e., electrical, gas, and water).
Knowledge of ladder-raising procedures in order to determine where ladders should be
placed in all situations (e.g., on hills or near wires).
Knowledge of procedures for inspecting hydrants and emergency water supply.
Knowledge of R-1 inspections and home safety procedures.
Knowledge of the Department's radio procedures.

B TECHNICAL KNOWLEDGE


Knowledge of firefighting equipment, its uses, capabilities, and limitations.
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Knowledge of operating characteristics of tools and equipment in order to diagnose
problems, malfunctions, or performance conditions.
Knowledge of ladders (sizes and operation) in order to choose appropriate one in
firefighting situations (such as reaching victims).
Knowledge of operation of sprinkler systems and how to operate shutoff valves.
Knowledge of sprinkler supply and operation.
Knowledge of building construction to enable one to use firefighting facilities and
equipment in building.
Knowledge of building construction to determine how to ventilate and to assess cause
of fire.
Knowledge of construction methods to direct firefighters to disassemble relevant parts
of building.
Knowledge of building materials, in order to choose appropriate tools for overhaul
procedures.
Knowledge of building construction, such as plumbing, electricity, and gas, in order to
work safely within the building in firefighting situation.
Knowledge of the San Francisco Fire Code and applicable Building Codes with regard to
the occupancy associated with various types of buildings.
Knowledge of the San Francisco Fire Code and applicable Building Codes regarding types
of standpipe systems.
Knowledge of the San Francisco Fire Code and applicable Building Codes regarding types
of sprinkler systems.
Knowledge of the type of firefighting equipment that is available in each structure.
Knowledge of what ventilation tools to use.
Knowledge of smoke and heat and how they travel (e.g., hostile fire events).
Knowledge of fire ignition sequence.
Knowledge of arson devices and traps and trailers that would suggest the cause of the
fire.
Knowledge of common arson techniques.
Knowledge of various methods of tampering with or bypassing meters and distribution
panels (gas and electric).
Knowledge of common electrical hazards (e.g., frayed wires, multiple outlets, pennies in
fuse boxes) that would suggest the cause of the fire.
Knowledge of first alarm area (e.g., streets construction activity, type of area-residential
or business).
Knowledge of common, prevalent violations that are likely to exist in buildings (e.g.,
blocked access, illegal wiring) and thus to look for them in inspections.
Knowledge of city streets and direct routes to emergency incidents.
Knowledge of traffic patterns at various times of the day to select the fastest route to
emergency incidents.
Knowledge of Department computer software (e.g., HRMS, etc.) to efficiently perform
on-line aspects of job.
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C KNOWLEDGE OF RESOURCES










Knowledge of which support units and additional assistance need to be called after
sizing up fire or other emergency situations.
Knowledge of where to refer questions from the public (e.g., different agencies in the
City).
Knowledge of communications systems, equipment, and procedures used by other
groups (e.g., Coast Guard, Highway Patrol, ambulance, mutual aid agreements) that
affect how SFFD will proceed in its approach to an emergency.
Knowledge of capabilities of crew (including technical skills unrelated to their primary
job) that can be used at a later time.
Knowledge of whom to inform and contact for emergency or routine events.
Knowledge of departmental staff and their functions.
Knowledge of where to refer personnel for personal or work-related problems.
Knowledge of the existence and purpose of referral units within the Department, such
as the Stress Unit, in order to enlist their assistance in solving personal and
interpersonal problems within the company.
Knowledge of SFFD organizational structure to provide useful information to those
outside the Department.

D KNOWLEDGE OF REFERENCES INCLUDING SFFD MANUALS















Knowledge of Apparatus Inventory Manual (2009) and the information contained
therein.
Knowledge of Breathing Apparatus Manual (2008) and the information contained
therein.
Knowledge of Building Construction Manual (IFSTA) (Plus Study Guide) (2nd Edition)
(1999) and the information contained therein.
Knowledge of Communications Manual (2008) and the information contained therein.
Knowledge of Disaster Manual (1999) and the information contained therein.
Knowledge of the SFFD Drill Manual.
Knowledge of Extinguisher Manual (2008) and the information contained therein.
Knowledge of Fireboat Manual (2008) and the information contained therein.
Knowledge of Fire Investigation Manual (2008) and the information contained therein.
Knowledge of Forcible Entry Manual (2005) and the information contained therein.
Knowledge of Hazardous Materials Manual (2008) and the information contained
therein.
Knowledge of High Rise Manual (2008) and the information contained therein.
Knowledge of Hose and Hose Appliance Manual (2008) and the information contained
therein.
Knowledge of Hotel and Apartment Inspection (R1 and R2) Operating Guide (2008) and
the information contained therein.
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Knowledge of Incident Command System Manual (2008) and the information contained
therein.
Knowledge of Injury/Illness Prevention Program Manual (2008) and the information
contained therein.
Knowledge of Managing Employee Performance Manual and Procedures Guidebook
(2008 and the information contained therein.
Knowledge of the 2008 North American Emergency Response Guidebook and the
information contained therein.
Knowledge of National Fire Incident Reporting System-Quick Reference Guide (2002)
and the information contained therein.
Knowledge of National Fire Incident Reporting System-The Basics (2006) and the
information contained therein.
Knowledge of Pump Operations Manual (2008) and the information contained therein.
Knowledge of Rules and Regulations (1997) and revisions to article 39 and 40 (2009) and
the information contained therein.
Knowledge of Salvage Practices Manual (2008) and the information contained therein.
Knowledge of Standard Rope Practices Manual (2008) and the information contained
therein.
Knowledge of Transit Manual (2008) and the information contained therein.
Knowledge of Truck and Ladder Manual (2008) and the information contained therein.
Knowledge of Valve Operating Unit Manual (2008) and the information contained
therein.
Knowledge of Vehicle Operations Manual (2008) and the information contained therein.
Knowledge of Ventilation Manual (2008) and the information contained therein.
Knowledge of Water Rescue Operations Manual (2008) and the information contained
therein.
Knowledge of Water Supply Manual (2008) and the information contained therein.
Knowledge of Wildland Urban Interface Manual (2008) and the information contained
therein.
Knowledge of the Reference Booklet of Sample Reports to complete required forms.
Knowledge of maps and Thomas Guides to city.
Knowledge of the contents of Department General Orders.
Knowledge of current department training bulletins.

3.1.1(c) Ability Statements
E Management




Ability to coordinate fire attack through clear and concise orders.
Ability to identify and allocate resources required to complete tasks.
Ability to determine when additional resources should be requested or on-scene
resources may be released.
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Ability to keep in mind where all the companies are, what they are doing, what support
they need, and to direct them accordingly.
Ability to apply understanding of the authority granted to different ranks to perform
duties within scope of control, delegating when appropriate or escalating issues to
superior when required.
Ability to assess capabilities of crew from observations or during training to give them
appropriately challenging assignments.
Ability to evaluate individual differences in personnel in order to get maximum effort
and productivity from personnel.
Ability to encourage firefighters and officers to come up with solutions to problems.
Ability to observe and critically evaluate subordinate’s on-the- job behavior to
determine need for counseling, training, discipline, or other intervention.
Ability to recognize infractions by crew members that are violations of rules and
procedures.
Ability to recognize the need for confidentiality regarding internal investigations and
other matters of a sensitive nature.
Ability to plan several schedules (e.g., inspections, drills, evaluations, etc.) that do not
conflict with each other and that are all accomplished within the time constraints.
Ability to coordinate with other units and adjust schedules to accommodate special
drills, training, special projects, etc.
Ability to anticipate impact of battalion schedules on individual stations.
Ability to plan for contingencies and emergencies.
Ability to evaluate existing plans and schedules and to flexibly modify approach to
respond to emergencies, changing conditions, or shifting priorities.
Ability to review a house policy to ensure that it conforms to Department rules,
regulations, and policies.
Ability to coordinate emergency response activities with personnel from other
departments, for example police, ambulance, highway patrol, or Red Cross etc.
Ability to coordinate multiple activities/tasks with other firefighters/officers in using
equipment.
Ability to determine whether firefighters understand officer's directions by observing
firefighters' behaviors.

F LEADERSHIP




Ability and willingness to take command and assume responsibility at fires and other
incidents, making assignments and giving direction until arrival of a higher-ranking
officer.
Ability to quickly make decisions and formulate plans in response to fires and other
critical incidents.
Ability to identify needs and initiate action, exercising independent judgment and
formulating innovative solutions even in the absence of a superior officer.
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Ability to remain calm and to follow directions and carry out orders promptly when
under pressure or in an emergency.
Ability and willingness to share information with superiors, subordinates, and coworkers
to facilitate company or station operations.
Ability to gain respect of subordinates by presenting positive, professional command
image in the performance of one’s duties.
Ability to be open to new ideas, approaches and perspectives, working collectively with
others.
Ability to develop a positive work environment, being consistent, firm and fair, and not
exhibiting favoritism - impartially applying departmental rules and regulations.
Ability to develop and maintain the trust, confidence and cooperation of subordinates,
peers, and supervisors.
Ability to serve as a role model to others through ethical and professional decisions and
actions.
Ability to lead group discussions and chair committees when assigned to a project.
Ability to work as part of a team and to carry one's load.
Ability to evaluate and critique training exercises.
Ability to demonstrate and explain procedures clearly in training and in fire practices.
Ability to maintain one's personal skill levels in order to participate in and contribute
meaningfully to team activities in firefighting situations.
Ability to recognize and accept responsibility when his or her work is deficient.
Ability to acquire new knowledge or skills to improve one’s own performance
deficiencies.
Ability to place his or her individuality secondary to achieving team objectives.
Ability to withstand the pressure of having his or her work (actions) critiqued in an
appropriate manner by superiors or peers.
Ability to accept constructive advice from subordinates when appropriate.
Ability to resolve personnel matters.

G ANALYZING, INTERPRETING







Ability to assess smoke characteristics such as color of smoke during daylight, volume of
smoke, pressure of smoke, amount of flame production, and amount of smoke
production, in order to know stage of fire, how to fight fire, and when/how to ventilate.
Ability to visualize spread of fire, based upon understanding of construction of building
and the characteristics of its contents, in order to determine approach to firefighting
activity (e.g., extinguish the fire or protect an exposure).
Ability to sense heat, sounds, smoke, winds, etc., and to evaluate situation before taking
action at fire scene.
Ability to relate characteristics of fire to type of occupancy and location of facility.
Ability to anticipate changes in conditions in weather, fire, extent of damage and
exposure and redirect attack or approach to emergency accordingly.
Ability to choose ventilation position based on heat, fire, and smoke.
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Ability to assess situation at emergency scene in order to instruct companies where to
position apparatus.
Ability to recognize the potential for the emergency to spread and the need for
additional resources or assistance.
Ability to evaluate extent of injuries in determining rescue operations (e.g., whether to
apply first aid or remove victim from problem area).
Ability to assess and evaluate the risk involved in rescue operations, and to perform
accordingly.
Ability to extract information from manuals and to apply to maintenance, training, and
firefighting activities.
Ability to draw logical conclusions from a body of facts (e.g., in initial size-up of fire or
emergency situation).
Ability to determine which equipment should be used in firefighting activities.
Ability to estimate or gauge distances/heights so as to order appropriate ladder for fire
escapes or to place aerial ladder.
Ability to select rescue tools and procedures appropriate to the situation.
Ability to read and interpret written messages and dispatches.
Ability to read and interpret written material found at incident scenes.
Ability to integrate information from non-SFFD sources (e.g., BART, hospital) with SFFD
rules, regulations, and procedures.
Ability to read, interpret, and apply building floor plans, maps, and other graphic
representations in managing fire scenes and other critical incidents
Ability to recognize and understand fire-ground hand signals communication.
Ability to assess multiple events and circumstances and to coordinate a response.
Ability to recognize relevant factors or incidents that indicate something unusual has
happened or hazardous situation exists.
Ability to recognize a hazardous materials incident and respond appropriately.
Ability to recognize and preserve a potential piece of evidence for determining the
cause of fire.
Ability to compare, contrast, and integrate information from different sources (e.g.,
physical evidence, scene observation, witness statements) to draw conclusions and/or
formulate plans.
Ability to recognize unusual, suspicious, or irrational behavior on the part of occupants
or witnesses.
Ability to observe and evaluate physical evidence as part of investigating incidents.
Ability to assess the safety characteristics of the roof structure.
Ability to recognize condition of the building that is on fire by feel or touch (e.g., that
roof is "spongy").
Ability to determine which areas and the amount of areas of building that need to be
checked for fire damage.
To evaluate post-fire scene and make decisions related to salvage and overhaul.
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H RECALLING INFORMATION










Ability to recall events that occurred at scene accurately for making journal entries
during the shift.
Ability to apply information gathered from floor plans in one location to a different
location in same building.
Ability to apply general principles of hydraulics to maintenance, training, and firefighting
activities.
Ability to efficiently and effectively collect and combine information from various
reports to draw and support conclusions.
Ability to select, organize, and present pertinent information in logical order.
Ability to relate first observations (e.g., conditions at outset of fire) to later needs (e.g.,
determining the cause of fire).
Ability to retain and describe circumstances, conditions, and events that are noticed at
the outset of an emergency.
Ability to recognize a potential hazardous situation during inspection and how it should
be dealt with during a fire.
Ability to recall information learned in inspection for use in fighting an actual fire (e.g.,
location of doors, fire equipment).

I INTERPERSONAL – WORKING WITH OTHERS












Ability to control personal feelings and to demonstrate respect for others involved in
fire department activities.
Ability to remain calm and maintain composure while explaining your actions to people
who are upset, distressed, and anxious.
Ability to establish and maintain good relations with community, other departments and
stake holders.
Ability to recognize the Department’s limitations (legal and/or resource) when
suggesting solutions and alternatives to address needs.
Ability to interact with public to explain hazards, so that they know why correction is
needed and how they will benefit.
Ability to encourage open and honest communication with subordinates without fear of
retribution.
Ability to recognize the legitimacy of the viewpoints of others.
Ability to modify opinion when presented with new and relevant facts.
Ability to get along with others in a community-living environment.
Ability to confront difficult situations or interactions that may involve conflict.
Ability to facilitate the flow of information amongst subordinates, superiors, and the
public.
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J ORAL COMMUNICATION












Ability to verbally give direct, explicit orders and instructions at all times, but particularly
under pressure.
Ability to verbally explain technical concepts and information to SFFD members and to
the general public in a manner that is easily understood.
Ability to verbally explain information and procedures from manuals and books to
subordinates.
Ability to communicate effectively with subordinates in a non-threatening and
supportive manner.
Ability to present key facts and points in a clear, organized, and concise format.
Ability to transmit messages clearly, concisely, and according to proper procedure, using
equipment such as radio or telephone.
Ability to question victims and others in tactful way to get medical history, gather facts,
and other information needed to help.
Ability to communicate verbally with people from wide variety of backgrounds.
Ability to communicate in a clear, understandable language to calm victims and their
friends or relatives.
Ability to actively listen even when people are angry and venting.
Ability to assess whether information has been communicated clearly and understood
by recipients.

K WRITTEN COMMUNICATION










Ability to present information clearly in a written report, letter or e-mail (e.g., general
form reports, injury reports, reports on personnel problems or activities while on tour
for next officer).
Ability to write a report that describes in concise and objective terms what was learned
during an investigation.
Ability to write a report that presents data in a logical and clear manner, and the
reasons for recommendations.
Ability to maintain a daily journal in a legible, concise, and chronological order.
Ability to complete forms, supply orders, and reports in a timely, concise, and accurate
manner.
Ability to review written reports to identify deficiencies.
Ability to use common computer software (e.g., e-mail, word processing, HRMS) to
write correspondence, reports and to complete forms.
Ability to use proper English grammar, spelling, punctuation and structure in written
communications.
Ability to read at a level sufficient to become a technical expert in areas critical to unit.
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3.1.2 How does this help you?
Review and familiarize yourself with the job tasks, knowledge areas, and abilities presented in
the above sections. Doing so should help you better prepare for the upcoming Battalion Chief
assessment center. As discussed, job analysis information is used to support the development
of assessments used in the selection process. The development of the actual assessments will
approximate the behaviors that Battalion Chiefs in your department currently perform. Thus,
the test components that IOS develops will measure these areas and requirements of the
Battalion Chief position.
Take time to carefully read through the tasks included for each of the job duty areas, and
familiarize yourself with these items. Assess your comfort level and understanding of the
behaviors that would be required of you if you were to perform these job duties. From your
review, think through job tasks for which you may need further preparation. Similarly, review
the knowledge, and ability areas to identify those for which you may wish to improve or refine.
3.2 Exercise Content Development and Review
For IOS, work behaviors typically guide the development of the assessment exercises. Thus, the
sampling of a job’s major or important work areas is the focus of a test’s design. These work
areas are often conceptualized from the task groups created in association with the job analysis
questionnaire. Section 4.5 in this guide presents the exercises included in the assessment, and
the typical work areas are presented as they relate to each exercise.
In the development of an assessment center exercise, IOS consultants work closely with
experienced subject matter experts (SMEs) at the rank of Battalion Chief or higher to identify
scenarios and other work behaviors that can be simulated in the exercise. IOS and the SMEs
work collaboratively to refine the scenarios, add information, remove information, and
otherwise make the scenarios appropriate for use in the exercise. With complete and accurate
scenario information for each exercise, IOS and SMEs, again, work collaboratively to identify the
behavioral criteria for each dimension in the exercise.
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4. YOUR PROMOTIONAL ASSESSMENT CENTER
This section provides you with an overview of what to expect for the exercises included in your
assessment center. Take time to familiarize yourself with each of the exercises below,
understanding the basic set-up, typical scenarios, task clusters potentially simulated, and the
dimensions that are typically measured.
4.1 What is an Assessment Center?
An assessment center involves evaluating performance based on multiple exercises.
Assessment centers are based on a systematic study of the job, which identifies important and
frequently performed job tasks and KSAs. As part of this technique, job behaviors and KSAs are
classified under job “dimensions.” Multiple assessment exercises are used to evaluate these
dimensions (e.g., oral communication, leadership). An assessment center also involves using
multiple assessors or raters who are trained on the specific exercises and rating methods to
evaluate candidates. Your assessors will have extensive fire experience and knowledge of the
requirements of the position. The process also allows for the recording of behavior and
systematic scoring so that the results of the assessment center are fair and job-related.
4.2 Measures underlying the Assessment
The primary purpose of the assessment is to measure candidates’ levels of proficiency on jobrelated dimensions, such that promotions are made based on important information about
candidates’ readiness to perform the promotional position. Again, these dimensions or
competencies correspond to skills, abilities and behaviors identified in the job analysis. In other
words, they link directly back to the job analysis information.
To some extent, knowledge is also evaluated in an assessment process. That said, it is a
common misconception among some agencies that the primary purpose of an assessment
process is to evaluate job knowledge. However, the measurement of job knowledge is typically
done through a job knowledge examination. When a job knowledge examination is not used as
the first “hurdle” in a selection process, the assessment center may be designed so that it
evaluates knowledge to a greater extent than it might otherwise. Regardless, the measurement
of job knowledge is not the sole or primary purpose of an assessment center process. The
assessment center process is designed to evaluate a broader range of job-related competencies
other than simply job knowledge.
Many candidates find it helpful to study internal source material prior to an assessment. This
foundational information can help to increase one’s confidence in their performance and can
contribute to one’s ability to perform successfully in many of the exercises, as you will see
below.
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4.3 Dimensions Descriptions
Below is a brief description of each dimension. For a complete list of the specific KSA
statements that comprise each dimension, please refer to the previous chapter within this
study guide. Also, it is important to note that not necessarily all aspects of the dimensions
defined below will be measured in this exam.
Knowledge of Policies and Procedures – Understands and appropriately applies all
departmental policies regarding maintaining appropriate staffing levels of units, training and
instruction during drills, standards of personnel conduct and appearance, vehicle operation in
an emergency response; understands and applies all departmental procedures to include
handling racial and sexual harassment issues, operation and maintenance of equipment,
emergency medical treatment to victims, designing a firefighting plan, traffic laws during
emergency response, turnoff of utilities, resetting of alarms and home safety inspections,
ladder-raising , radio and search procedures, inspections of hydrants and water supply;
understands and applies rules and regulations regarding personnel issues such as tardiness and
absenteeism, sick leave and disability, injury and illness prevention, and appropriate reporting
of all events and violations of any policies and procedures.
Technical Knowledge – Understands and efficiently operates tools and equipment; understands
and chooses appropriate ladders in firefighting situations; understands sprinkler systems
including supply, operation, and shutoff valves; comprehends concepts of building construction
to enable one to use equipment, ventilate, assess cause of fire, disassemble relevant parts,
choose appropriate tools, and consider safety regarding gas, plumbing, and electricity;
understands fire and building codes regarding occupancy, types of standpipe systems, and
sprinkler systems; cognizant of common hazards and violations; understands how smoke and
heat travel, arson techniques and devices, and the fire ignition sequence; understands city
streets, traffic patterns, and the fastest routes to emergency incidents; proficiently uses
department computer software for online aspects of job.
Knowledge of Resources – Understands and appropriately calls available support units and
additional assistance in emergency situations; effectively connects personnel, agencies, and the
public to the information or units capable of resolving their problems; understands and
appropriately coordinates emergency response as it relates to procedures used by outside
groups; contacts and informs appropriate agents in emergency or routine events.
Knowledge of References including SFFD Manuals – Understands and appropriately applies the
contents and revisions of reference material containing drills, rules and regulations, general
orders of the fire department, and department, technical, and incident command manuals.
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Management – Coordinates, identifies, and allocates resources required to complete tasks;
maximizes efficiency of personnel by assigning and delegating according to appropriate scope
of control for rank and individual strength, and encouraging personnel to problem-solve;
detects if directions are understood and modifies approach as necessary; effectively
coordinates schedules of units and battalion to accommodate departmental events and
trainings; anticipates and plans for emergencies, modifying plans according to shifting priorities;
observes and evaluates subordinates’ behavior to determine need for intervention; coordinates
emergency response with personnel of other departments or agencies.
Leadership – Independently identifies needs and initiates action; commands respect and
communicates authority; serves as a positive role model through ethical decisions and actions;
resolves personnel matters; facilitates company operations by effectively communicating and
working collectively with superiors, subordinates, and coworkers; leads group discussions and is
open to new ideas; demonstrates and clearly explains procedures; consistently and impartially
applies department rules and regulations; places individuality secondary to team objectives.
Analyzing, Interpreting – Extracts information from manuals, data, and emergency situations,
draws logical conclusions, and appropriately applies to maintenance, training, and firefighting
activities; assesses visual information, such as smoke characteristics, spread of fire, or weather
conditions to determine best course of action in attack or approach to emergencies; recognizes
potential risks and safety considerations; compares, contrasts, and integrates information from
different sources to formulate plans; observes and evaluates physical evidence in
investigations; evaluates post-fire scene to make decisions regarding salvage and overhaul.
Recalling Information – Efficiently and effectively collects, combines, and retains information
from various sources to make decisions in firefighting activities; observes and retains
information from outset of emergency and relates to later needs; applies principles learned in
training for use in actual fire; selects, organizes, and presents pertinent information in logical
order and reports accurate observations.
Interpersonal – Considers and responds appropriately to the needs, feelings, and capabilities of
others; maintains composure to deescalate emotionally charged situations and communicate
necessary actions; facilitates open and honest communication amongst subordinates,
superiors, and the public; communicates limitations of department and suggests alternative
solutions as needed; establishes and maintains good relations with the community.
Oral Communication – Expresses ideas and facts to individuals or groups effectively; makes
clear and convincing oral presentations; listens to others and responds appropriately; asks
relevant questions to elicit information and gather facts; verbally explains technical concepts
and information that is easily understood.
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Written Communication – Expresses facts and ideas in writing in a clear, accurate, thorough,
organized, and effective manner; maintains reports and daily journals in a legible, concise, and
chronological order; proficiently uses computer software to draft correspondence; uses proper
English grammar, spelling, punctuation and structure; reads at a level sufficient to comprehend
technical areas critical to unit and identify deficiencies in written reports.
4.4 Reading List
The test developers suggest that candidates have a working knowledge (at a minimum) of all
Department Policies, Department Rules and Regulations, Department Manuals, and local, state,
and federal laws. Revisions, deletions, and additions to these documents that may have
occurred after December 1, 2016 will not be considered in the examination exercises. Please
note that the examination may measure other job-related knowledge or abilities that would be
expected to have been gained on the job as a Captain.
4.5 About the Assessment Center Exercises
This section provides you with the preliminary instructions for each exercise, the dimensions
measured within each exercise, and the task clusters from the job analysis that may potentially
be simulated in the exercise. As you prepare for the assessment center, review the potential
scenarios that may be incorporated into the assessment exercises developed for your
department.
On the first day of testing, January 18, you will participate in the Battalion Chief Meeting and
the Structured Oral Interview. You will have one period to prepare for both exercises. You
will receive full instructions about the exercises during the preparation period. You will also
be provided lined note paper.
4.5.1 Battalion Chief Meeting
In this exercise, you will play the role of a newly promoted SFFD Battalion Chief who will be
conducting a Battalion Chief meeting at a fire station. This meeting is intended to simulate your
first introductory meeting with members of a fire station within your Battalion. This exercise is
divided into three segments. The first segment requires candidates to make an introductory
presentation explaining their management and leadership style as well as explaining their
expectations. The second segment requires candidates to make a presentation discussing
current issues within the SFFD. The third and final segment is devoted to a question/answer
session with your members. This entire exercise is conducted in-role, from a standing position.
For the first segment, you will introduce yourself to your members as well as discuss your
management and leadership style. As part of this introduction, you will be expected to discuss
what your members can expect from you as their Battalion Chief and what you will expect from
them.
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For the second segment, you will discuss “current issues” of concern in regard to the SFFD.
These “current issues” will be outlined in the exercise instructions. Typically, descriptions of
these issues are passed down from a hypothetical supervisor (e.g., an Assistant Chief) and this
hypothetical supervisor expects you to address these current issues with the members present
at this meeting. It will be your responsibility to incorporate the information provided by your
supervisor into a discussion with your members. Please note that the current issues may be a
mix of fictional issues, as well as actual issues occurring within the SFFD.
For the third segment, you will be asked “in-role” questions from your members (role-players
via video recording will be assuming the role of your members). These questions may be
related to actual current events or fictitious events. All candidates will receive the same
questions. The purpose of these questions is to evaluate job-related skills and abilities in an
impromptu manner.
This exercise will be presented via an automated video recording that is played on a computer.
Once in the assessment room, a proctor will start a video file on a computer that will guide you
through the exercise. Once the recording is started, the proctor will be seated off to the side of
the camera and will stay in the room during your presentation to monitor the operation of the
camera. The video played on the computer will present video of “members” of a station within
your Battalion. Please note they will not be actual members but rather role-players.
“Members” within this video will either prompt you to begin a segment or ask you a question.
After each prompt or question the video will transition to a countdown timer displaying the
amount of time you have to address each segment or question.
Dimensions measured in the Battalion Chief Meeting Exercise:
 Leadership/Management
 Knowledge of Policies and Procedures
 Interpersonal Skills
 Oral Communication
Task Clusters that may be simulated in the exercise:
 Preparing for Tour of Duty
 Management, Administration, and Ensuring Compliance with Policy
 Administrative Information Gathering/Disseminating, Report Writing
 Outreach and External Communication
4.5.2 Structured Oral Interview (SOI)
A Structured Oral Interview (SOI) is conducted in a manner similar to an oral board interview,
but will have no “live” raters. For your SOI exercise you will be presented with 4 independent
scenarios. Each scenario will provide you with specific details involving a situation that you
could encounter as a Battalion Chief in your department. You will respond to each scenario,
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one at a time, discussing the actions you would take as a Battalion Chief to handle the
particular situation. Each scenario will be timed separately.
You will be provided with the 4 scenarios in advance, during the preparation period mentioned
previously. To save valuable time in the test room, the scenarios are not re-read and thus it is
critical that you have reviewed the scenarios during preparation and took notes to guide your
responses once you are in the test room. You will be able to use your notes in the test room.
Once you are in the test room, a proctor will start a video on the computer that will guide you
on when to begin your response to each scenario. An on-screen countdown timer will be
provided to you as part of this video so that you could see how much time you have remaining
to provide your response to a scenario. Once your time is up for a scenario, the video will
transition to the next scenario and provide you with a new countdown timer. This process will
continue until you have answered all 4 scenarios. You will have three or four minutes to
respond to each scenario as reflected via the count-down timer.
Dimensions measured in the Structured Oral Interview (SOI) Exercise:
 Management
 Leadership
 Knowledge of Policies & Procedures
 Interpersonal
 Oral Communication
Task Clusters that may be simulated in the exercise:
 Management, Administration, and Ensuring Compliance with Department Policy
 Preparing for Tour of Duty
 Administrative Information Gathering/ Disseminating, Report Writing, and Record
Keeping
4.5.3 Tactical Exercise
On the second day of testing, January 19, you will participate in the Tactical Exercise. You will
not have a period to prepare for this exercise. At the start of your tactical exercise, you will
receive full instructions.
As part of the tactical exercise for your assessment center, you will be expected to manage
three separate incidents. The exercise requires you to take on the role of a San Francisco
Battalion Chief assigned to Battalion 12. This exercise will be presented via an automated video
recording that is played on a computer. Once in the assessment room, a proctor will start a
video file on a computer that will guide you through the exercise. Once the recording is
started, the proctor will be seated off to the side of the camera and will stay in the room during
the exercise to monitor the operation of the camera.
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During the exercise, you will view a response and arrival to three simulated incidents on a
computer screen. During your response to each simulated incident, units will arrive on scene
and commence operations. You will hear an audible report from the arriving unit while viewing
the arrival of units via an icon placed on the left side of the screen. When you arrive on scene,
one view of the structure will be displayed. You will not be able to view a 360 of the structure
in any of the scenarios. For each scenario, you are expected to establish command and manage
the incident until the arrival of a Division Chief.
Each of the incidents is formatted in a similar way. During each incident, as the video advances,
you will be asked five (5) questions over the course of the video concerning different aspects of
the incident. It is expected that you will have between 30 seconds and 6 minutes to respond to
each question, based on the scenario. You will be informed of the time limit for each question
within the video and told when to begin your response. If you finish a response prior to the
time limit, please standby until the video transitions. The five questions used in each video will
be similar to those below:
1. You are on scene. While viewing the video, please provide an initial report.
2. Based on what you see, state your incident priorities and describe the critical factors
affecting your incident action plan.
3. As conditions change, additional units arrive. Please assign the units on scene as you
deem necessary, including the deployment of appropriate hose leads and ladders.
Explain the reasoning for your assignments. Also, please state any additional resource
requests, radio updates and actions you wish to take.
4. Please state your assignments for the arriving second alarm as you deem necessary,
including the deployment of appropriate hose leads and ladders. Explain your reasoning
for your assignments. Also, please state any additional resource requests, radio updates
and actions you wish to take. If you did not request a second alarm, please state the
reason why you did not request a second alarm at this time.
5. Division 10 has arrived on scene. Please provide a transfer of command report to
Division 10.
Keep in mind the following for this exercise:
 The three (3) fictional incidents are located in San Francisco with fictitious street names,
the incidents are fictional.
 Incident drawings are for illustration only and are not to scale. Any building features,
descriptions, locations, protective systems, or hydrant locations are shown for test
purposes.
 Your assignments should be guided by what is shown on the incident drawings and what
is viewed during the scenarios, not your knowledge of any actual features located at the
incident sites.
 The incident drawing takes precedence with regard to features such as hydrants,
standpipes, earlier arriving apparatus placement, etc.
 You will be provided a “Command Status Board” for each scenario for your use during
the scenario.
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For the purpose of this exercise, the following will apply:
 An Engine company will consist of an officer and three (3) firefighters
 A Truck company will consist of an officer and four (4) firefighters
 You will be the senior officer on scene and in command of the incident until the arrival
of Division 10.
 You will not be assigned an H-10 Incident Support Specialist
 At any time during any of the incidents, you may call for additional resources not listed
on the dispatch. When requesting those resources, please provide the reasoning for
those requests.
The following units will be dispatched to all three (3) incidents as requested:
 First Alarm Dispatch: E-53, E-55, E-57, T-33, T-35, B-12, B-13, B-14, RS-5, M-103
 Working Fire Dispatch: E-59 is RIC, RC-24
 Second Alarm Dispatch: E-61, E-63, E-65, E-67, T-37, D-1, RC-26, M-105, AR1, BOE, MA1
Note that the Division One is not available for response before the second alarm dispatch, and
will arrive on scene regardless of whether a second alarm is requested.
You will also be expected to complete a post-fire analysis for the final tactical scenario. This
post-fire analysis will be graded as part of your expected performance for the final tactical
scenario. You will receive instructions for the post-fire analysis after you have completed the
tactical exercise. You will be allowed to take with you any notes that you make during the last
scenario and the Command Status Board for the final scenario. You will be escorted to the
computer lab where you will complete the post-fire analysis using MS Word.
Dimensions measured in the Tactical Exercise:
 Technical Knowledge
 Knowledge of Policies and Procedures
 Knowledge of Resources
 Knowledge of References including SFFD Manuals
 Leadership
 Management
 Analyzing, Interpreting
 Recalling Information
 Oral Communication
 Written Communication
Task Clusters that may be simulated in the exercise:
 Alarm to Arrival
 Size-Up and Incident Command
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Search and Rescue
Ventilation, Salvage, and Overhaul
Management, Administration, and Ensuring Compliance with Department Policy
Administrative Information Gathering/ Disseminating, Report Writing, and Record
Keeping
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5. ADMINISTRATION OF THE ASSESSMENT CENTER
5.1 Location and Sign-in
The assessment center will be administered on Wednesday, January 18th and Thursday,
January 19th, 2017. Candidates will participate in the assessment center on both of these dates.
The assessment center will be held at:
City and County of San Francisco Employment Testing Center
1740 Cesar Chavez
You will be provided with a mandatory arrival time for each of these dates. You must be signed
in by your mandatory arrival time. At sign-in, your identity will be verified against your picture
identification. Based on your pre-assigned ID number, you will be provided with an ID badge
(please affix this to your jacket or shirt once seated), a copy of the test rules & procedures, and
a confidentiality agreement.
5.2 Applicants with Disabilities
Applicants with disabilities requiring reasonable accommodation for this examination process
must contact DHR as soon as possible, but no later than January 3rd , 2017, by email to DHRpublicsafety@sfgov.org or by phone at (415)551-8946 or, if hearing impaired (415)557-4810
(TDD).
5.3 Dress Code
Candidates shall be in Station uniform (blue shirt, soft cap and tie) as all exercises are video
recorded.
5.4 The Schedule
Each candidate will report to the assessment site on both days. The process will be
sequestered. This means that candidates who have completed the assessment exercises on a
given day will be required to remain inside the test center until all candidates have checked in
for that day. There will most likely be an early a.m. arrival group, a late a.m. arrival group and a
p.m. arrival group. Earlier arriving candidates are expected to be sequestered for 4 to 6 hours
to ensure that test content is not compromised.
5.5 Video Recorded
Your participation in each exercise will be video-recorded and rated by assessors at a later time.
This format is necessary so that all candidates can complete the same exercises in one day and
to help prevent test content leaks. Proctors will be present in the test rooms to address any
technical difficulties involving the video equipment, should they occur. Although a proctor will
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be present in the test room to facilitate this exercise, you should direct your presentation into
the camera. Ensure your responses are sufficiently clear and loud so that they will be recorded.
In the event that the technology fails, we will investigate and make a quick determination
regarding a solution. Please understand that as part of the standard procedures in this
assessment center, you may be asked to re-record your performance in an exercise.
5.6 Preparation Time for Day 1
At the beginning of the preparation period for Day 1 of your assessment center, you will be
given the specific exercise instructions for the Battalion Chief Meeting and Structured Oral
Interview exercises. You will be expected to read all materials and prepare, as you feel is
necessary, for both exercises. You will have 70 minutes to prepare for both exercises. As you
will have no time between the exercises, it is imperative that you review the instructions for the
exercises and prepare for both exercises during the initial preparation period! Along with the
exercise instructions, you will be provided with notepaper, a pen, a pencil and a highlighter.
Feel free to take notes during this time—you WILL be able to refer to these notes (and the
instructions, if necessary) during the actual administration of the exercises. Once you are given
the signal to begin, you should immediately review the material and begin your preparation.
Note that there will be no preparation time for Day 2 of your assessment center when you will
participate in the tactical exercise.
5.7 Movement while at the Assessment Center
After signing into the assessment center, proctors will direct you to the appropriate rooms
throughout your day. Following your initial preparation (only on Day 1), the proctor will escort
you to a test room.
Once you enter the room, the proctor will start the video for you to begin your exercise. Once
you complete your first exercise, there will be a short pause while the proctor verifies your
recording and cues up the video for the next exercise. You may continue to review any notes
during this time. Once the proctor starts the video, you must be ready to begin your response.
Once you finish the exercises, you will be directed to a holding room in the facility. You are not
permitted to access any electronic communication devices during this time. You will be held for
a pre-determined time period (until the afternoon group arrives OR based on your release
time).
5.8 Prohibited Items
Certain items are prohibited during the assessment and sequester period, including any and all
electronic communication devices (this includes cellular phones, tablets, iPods, smart watches,
recording devices, etc.), any large bags or portfolios (including backpacks and the like where
paperwork or electronic devices could be hidden) and paperwork of any kind (i.e., policy
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manuals, previously prepared notes, notepads, etc.). Please note that if you are scheduled to
be sequestered related to your participation in the assessment (your appointment notice will
indicate this), you may bring written reading material that are not departmental manuals (i.e.,
magazines, books) and snacks. These items will be collected from you when you register for the
test, and returned to you following your participation in the test.
You are prohibited from videotaping, audiotaping or taking pictures as these methods capture
test content and thus violate the copyright and proprietary rights of the vendor. Please notify
City staff if you have any of these items as they can be stored until you are discharged from the
test center. You must turn off your devices. You may place smaller devices in lockers. For
larger devices, a post-it with your name will be attached via rubber band to the device. These
items will be placed on a prohibited items table that will likely be located outside of the main
holding room. Please note that this table is not in a secure area. For this reason, it is highly
recommended that you leave such items, as well as any personal items, in your vehicle, or at
home. Neither the City nor IOS will be responsible for any lost or damaged devices. Anyone
who is caught with a prohibited item during testing or the sequestration period, is subject to
disqualification and other penalties up to and including departmental disciplinary action and
ineligibility for future promotional opportunities. Having a device in one’s possession that is
“turned off” does not exempt a candidate from such consequences. You may not use any
materials/devices during the AC other than what is provided to you by IOS including any
external documents or notes.
A regular wristwatch is okay to wear, but you may not use any watch that has an audible alarm
or tone which could distract others.
5.9 Confidentiality
Please keep in mind that both the content and nature of the assessment exercises are
confidential. Therefore, to participate in the test you will be required to sign a confidentiality
agreement prior to the administration of all test components. There will be no exceptions to
this requirement. In other words, by participating in the AC process you must agree to keep the
contents of the assessment confidential. Also, you may not take any of your notes or exercise
instructions with you when you leave the assessment - you must turn in all materials once you
have completed your final exercise. You should not discuss the contents of the assessment
with anyone, including other candidates (even those who have already participated) or
individuals of a differing rank (whether they are participating or not). If any proctor, fire
department employee or city employee observes you discussing the content of the assessment
with another candidate, you may be disqualified from the current and future promotional
opportunities. Further, aiding another candidate will tend to reduce your chance for success.
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5.10 Tips for the Day of the Assessment
 Act as a Battalion Chief in these exercises!
 Manage your time during each exercise appropriately. Ensure that you meet your goals
for the exercises within the time limits.
 Remember to address the main goals of the exercise as you have determined them to
be!
 Take the instructions and any additional notes with you when you enter an exercise.
 When applicable, remember to create an outline and speak from the outline to better
manage your time.
 In all exercises, you should address the instructions fully and to the best of your ability.
Assessors are provided with rating criteria to evaluate your responses. Therefore, your
responses, presentations and general content should be as comprehensive as possible
to meet the assessor guidelines.
 You may use as little or as much of the allocated time as you deem necessary, but note
that if you finish before time expires, you must wait for the video to direct you to
proceed.
 It is very important that you answer the questions that are asked of you and follow
instructions for each exercise. This is a common error that candidates make.
Unfortunately, some candidates may become distracted by other details, and do not pay
careful attention to what is specifically being asked of them.
 Remember to speak your thoughts and intentions. You will only be rated on what you
say during each exercise.
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6. PREPARATION INFORMATION
In our experience, one of the most helpful preparation methods for this type of assessment is
to practice! How might one do this?
6.1 Informal Study Group Method
Some individuals may wish to form a study group to prepare for this assessment. This study
group would spend some time individually brainstorming potential assessment exercise
content. This could entail the creation of an extensive list of situations/incidents (tactical
incidents, management challenges, supervisory problems, leadership challenges, etc.) that a
SFFD Battalion Chief might face. The group could then review the individual brainstorming lists
and combine this information into a master list.
The group might assign these scenarios to group members and each individual could outline
several basic testing scenarios. The individuals could also outline general questions related to
the scenarios and potentially research (and document) the appropriate responses. The group
could submit their scenarios and questions to an administrative lead whose job would be to
compile the scenarios into a study guide.
The group could meet to discuss the scenarios. This part of the process is critical. Individuals
should share, discuss and debate their responses. This is a process where real “learning” often
occurs, as group members can gain the perspective of others in the group, especially in terms of
how they would address a given scenario! For this reason, taking notes during these
discussions is recommended.
6.2 Individual Study Method
Many of the recommendations included in the study group method also apply to individual
preparation as well. Once could brainstorm scenarios, outline responses related to the
scenarios, and research the appropriate responses to these scenarios. This information then
could be compiled into a study guide and used to prepare for this assessment.
If you choose to prepare on your own, you might try to network with others conducting a
similar method of preparation. You can share your study guide with others in advance of the
assessment administration and review the guides created by individuals in the process.
While some individuals who engage in individual preparation may feel that they are potentially
benefitting their “test competitors” by sharing a well-prepared study guide, it is nevertheless
important to note that reviewing study guides and “scenarios” prepared by others provides one
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with an opportunity to explore perspectives that one otherwise might not consider when
addressing an incident. In other words, it allows one to obtain the “best” information from
others’ study guides for incorporation into one’s own guide. Individuals who prepare this way
can spend the last few weeks before the assessment center to continually review their revised
study guide.
Note that these methods require no cost and simply rely on ingenuity, effort and the
cooperation of others. We have found that these methods are reported in post-assessment
candidate surveys as being the methods most closely associated with a high degree of success
in the promotional process!
6.3 General Strategies
 Expectations of a SFFD Battalion Chief. Familiarize yourself with the roles and
responsibilities of a SFFD Battalion Chief. Review the job analysis section presented
earlier in this study guide. Talk with current Battalion Chiefs and ask them about their
job and main responsibilities. This will help you learn as much as you can about the
position and what will be expected of you. The examination may ask you questions
regarding how you will handle supervision and other issues as a supervisor. Therefore,
it is important to understand what duties you will be responsible for in this role.


Booklist. Review your internal departmental manuals. This will help you to further
understand the proper way to respond to various situations that may be integrated into
the exercises.



Research “Hot Topics.” You can prepare yourself for the types of scenarios you may
encounter in the assessment process by researching important "hot topics" within the
SFFD. Researching topics that could be the basis for hypothetical problems or meetings
will help you give well-informed and structured responses.



Brainstorm. Ask yourself questions such as: How will I handle problematic situations as
a supervisor?; How will I manage and lead my subordinates?; How will I communicate
information to others?, and; What do I know about important issues related to the
City?



Practice. Practice listening to questions with multiple parts, taking a few notes about
the questions being asked, and then answering all parts of the questions. Also, you can
practice giving presentations on various scenarios to members of your study group, or
to your friends and family.
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Diligent preparation for this assessment center will help you succeed; however, there are other
considerations that can affect your performance on the day of the assessment center,
including:


Your Physical Well-being. If you can, get a good night’s rest before the assessment
center and eat right. Try to ensure that you are in the best possible condition, both
physically and mentally on the day of the assessment. Candidates in public safety
promotional processes across the U.S. often work the day before or even the day of
testing. Plan ahead and think how you can put yourself in the best possible situation for
the assessment center!



Arrive Early. Make all necessary arrangements to ensure that you arrive early at the
assessment site. It would be wise to anticipate traffic delays in traveling to the site and
to allocate extra travel time to ensure an early arrival even with delays.



Controlling Anxiety and Stress. Many candidates experience anxiety as a result of the
stress and pressure to perform well on the assessment. This is a common and natural
response. Understanding this anxiety is important. This anxiety is sometimes displayed
in individuals as tension or even anger (e.g., on edge, quick to be set off, etc.). Again,
acknowledging these feelings may help you to relax and put yourself in a better mindset
for taking the assessment. As much as possible, you need to have a positive attitude on
the day of the assessment center.

6.4 Assessment Day Tips
Your attitude on the day of the assessment, the strategies you use, and your ability to avoid
common errors can all affect your performance. These issues are discussed in detail below:


Listen Carefully. Some of the instructions are administrative in nature and are meant to
provide a fair and equitable environment for the group. Some instructions will be
related to the assessment procedures and will help you understand what you will do
and what will be required of you as a candidate. These instructions are important for
getting through the assessment process without any problems. In contrast, some
instructions are meant to define what you will be responsible for in the exercise (e.g.,
how you must answer questions, what you must include, what will happen if certain
information is included, etc.). These instructions, in particular, can impact your
performance as they will define how you will answer various questions. While
instructions may be long, you will need to do your best to pay attention and
comprehend all instructions related to the assessment!
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Manage Your Time. You are responsible for your own time management. The vast
majority of individuals will complete all parts of an exercise. If you tend to work at a
slower pace, you must be especially aware of your time. If you find that you are
spending too much time on a particular section in an exercise, take a break and move on
to another section. Remember, your responses to all sections of the test contribute to
your score.



Understand What is Being Asked of You. Read all instructions and scenarios presented
carefully. It is important that you understand what is being asked of you and that you
respond appropriately.



Follow the Exercise Specific Instructions. Each exercise in the assessment center will
have specific written instructions and rules. It is critical that you follow these
instructions and rules.
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