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Candidate Information 

 

Introduction 

Ergometrics & Applied Personnel Research, Inc., is a human resource management firm 
specializing in personnel selection and training.  Established over 40 years ago, Ergometrics has 
designed the most comprehensive, award-winning, video testing and job simulation testing 
programs in the nation.  We have provided personnel testing services for over 2,500 clients in 
the U.S. and Canada, including many local entities. 

The San Francisco Department of Human Resources (DHR) has contracted Ergometrics to assist 
with development, validation, and administration of the H050 Fire Assistant Chief 2021 
promotional process. DHR and Ergometrics partnered with many members of the San Francisco 
Fire Department (SFFD) during the development and validation of the exam. The purpose of this 
guide is to provide uniform information to all candidates regarding the H050 Assistant Chief 
examination process. 

Thank you for participating in the 2021 Assistant Chief promotional process.  You have already 
performed highly responsible work in your current position.  Should you be promoted, your 
performance will impact many more people both inside and outside the department.  You will 
manage subordinate activities, assuming all supervisory responsibility and serve as a role model 
for many in the department. 

Components of Assessment Center 

The assessment center will be comprised of the following: 

1. Administrative and Management Exercise (49%): You will be presented with a 

number of in-basket items and updates, and asked how you would respond to each 

item and update, and you will prepare and deliver a presentation for one in-basket 

item; 

2. Fire Tactical Incident (51%): You will be presented with three fire tactical incidents 

and asked to operate as the Assistant Fire Chief at the scene. 

 

Assessment Center Format: 

 

1. Preparation period including updates and responding to fire incidents – 120 minutes. 

2. Recording responses to in-basket items – 10 minutes. 
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3. Conduct meeting with Battalion Chiefs – 10 minutes. 

4. Deliver presentation -- 15 minutes. 

 

Disclaimer:  The information provided in this handout is meant to be helpful and prepare you for 
the general nature of the process.  It is not meant to advise you of every question that will be 
asked.  Some aspects of the process may be modified including order of events and time frames.  
It is expected that candidates at the level of Assistant Chief will be able to flexibly adjust to 
conditions that are not exactly as they may have expected. 

 
Test Components, Date, and Location 

Test Component Date Location 

Assessment Center* November 10, 2021 1740 Cesar Chavez, San Francisco, CA 94124 

*You will be informed of your reporting time approximately ten days before the assessment 
center. All candidates will be tested simultaneously.  

 

Analysis of Results 

Following the administration of the Administrative and Management and Fire Tactical Incident 
exercises, assessors will rate the performance of candidates using evaluation standards that were 
developed, reviewed and finalized by SFFD subject matter experts. The final eligible list will be 
determined using only candidate scores from the two assessment center exercises. 
 

Posting and Inspection 

Once the scores from the Fire Tactical Incident and Administrative and Management exercises 
are compiled and analyzed, they will be reported to candidates and posted as a rank-order 
eligible list. Under the Civil Service Rules, this is the tentative eligible list which is subject to 
protest and change. Civil Service Rule 312 states that during the posting of the tentative eligible 
list, those who participated in the test are allowed to inspect their scores, and the list itself. The 
test questions and answer key are not available for inspection. 

 

Eligible List 

After any protests to the tentative eligible list have been resolved, the eligible list is adopted and 
becomes official.  When vacancies occur, the Chief will consider the names on the list to make a 
selection based on the certification rule (copied below), secondary criteria specified in the 
announcement (copied below), and the needs of the Department. 
 

Certification Rule In accordance with the Civil Service Commission Rule 313.6:   
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For a promotive eligible list, the Department of Human Resources shall certify to the appointing 
officer the names of eligibles available for appointment in the Statistically Valid Grouping under 
Section 313.3.4 of this Rule. 

Secondary criteria specified in the announcement: 

When making appointments, the Appointing Officer will consider the following secondary 

criteria: Fire Department experience (i.e., length and variety), education and training, 
completion of State Fire Marshal courses or equivalent, and disciplinary record. 
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Test Security and 

Confidentiality 

 

You will be required to sign a copyright and nondisclosure agreement stating that you have not 
and will not violate test security.  Breach of this agreement is subject to prosecution under federal 
copyright law and would be viewed as an unacceptable integrity failure for an employee, 
particularly a management candidate.  Additionally, to maintain test security, there are specific 
devices not allowed in the testing session due to test security, confidentiality and laws associated 
with this testing.  These include cellular phones, pagers, audio/radio headsets, cameras, 
recording devices or other electronic communication devices. 

Sample Agreement 

Copyright and Nondisclosure Agreement  

 

I understand that I am being exposed to confidential information and/or material and that absolute 
confidentiality is required.  Improper use of these materials may permanently compromise the value of 
tests and is strictly prohibited.  Any person who attempts to violate the copyright or confidentiality of 
these tests and all associated information and materials may be subject to civil damages. 

I understand the copyright and nondisclosure requirements and the necessity for confidentiality of these 
materials and agree not to discuss or otherwise disclose information about them with anyone, or 
reproduce them in any way, either from memory or otherwise during or following this exam. 

I certify to the truth of the above statements. 
 
Signature: __________________________________      Date: ____________________________ 
 
Name (Please Print):__________________________ 
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General Test Information 

▪ You will be responsible for monitoring your own time during the exam.  A countdown 
timer will be on screen to assist you.  No smart watches are allowed. 

▪ Candidates are prohibited from receiving/sending pages, texts or phone calls during any 
part of the promotional process.  No electronic communication devices are allowed at 
the testing site. 

▪ Get rest and a good night’s sleep prior to your exam. 
▪ Arrive early.  This is one of the easiest and most effective ways to minimize stress. 
▪ Candidates are prohibited from removing any material from the testing site. 
▪ Candidates must wear station uniform including white shirt and tie. 
▪ H040 rank badges are fine, but you are not allowed to wear any insignia that identifies 

you by name. 

The loss or disclosure of examination information or material, unintentional or otherwise, is a 
very serious matter as it can render a test invalid and useless. Because examinations represent a 
significant investment in time and money to develop and administer, and in candidate time spent 
preparing, any loss of test security can be very costly, disruptive and harmful to the operations 
of the Fire Department. 
 
Sec. 311.7 of the Civil Service Rules states that:  [...] Any person cheating, attempting to cheat 

or assisting other persons in cheating in any phase of the examination process shall be 
prosecuted to the full extent of the Charter and other laws. Actions to be taken include 
elimination from the examination process, dismissal and ineligibility for future 
employment. 
 
Charter Sec. 10.101 notes that:  The [Civil Service] Commission shall have power to institute 
and prosecute legal proceedings for violations of any civil service merit system or 
Department of Human Resources provisions of this Charter.   [...]  In any hearing conducted 
by the Commission or by any hearing officer it appoints pursuant to this section, the 
Commission or the hearing officer shall have the power to subpoena and require the 
attendance of witnesses and the production of records. 
 

How You Can Help 

You can help contribute to a professional testing program by avoiding situations that might be 
misinterpreted by other candidates. Forming study groups with other candidates is considered 
acceptable, but otherwise refrain from discussing the test as this type of communication can be 
misinterpreted by others as unethical behavior. Additionally, refrain from asking questions of 
those experts who participated in the development or validation process, even if they are general 
questions. All participating experts signed a detailed confidentiality agreement and it is 
inappropriate to ask questions of them as it places the expert in a difficult conflict of interest 
situation. 
 
Tech Waiver Agreement 
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Prior to the Fire Tactical Incident and Administrative and Management Exercise, each candidate 
will be required to sign a technology waiver acknowledging that the use of technology in test 
administration introduces the possibility of technical failure. Issues related to technical failure 
must be brought to the attention of test administrators at the earliest possible moment, and will 
be addressed expeditiously. There will be no exceptions to this requirement. 
 

 

Name (PRINT):  

Signature:  

Date:  11/10/2021  

 

H050 Assistant Chief 

Technology Waiver 
 

Date of Assessment 

Center: 

November 10, 2021 

Camera  

Candidate responses will be recorded using video cameras.  A test proctor will be starting 

and stopping the camera and will remain in the vicinity of your test room to assist with 

technology issues that may arise during the exercise. 

Keep in mind that all candidate actions will be documented anytime the camera recording 

is activated, and not just when verbally responding in the exercises.  

Computer  

Video and audio stimulus will be delivered via computer. Occasionally the cursor may 

move to the menu bar and bring up a screen other than the stimulus video. If this occurs, 

immediately open your door and summon a proctor. 

 

Candidates shall not access any unauthorized material located on their assigned computer. 

Doing so will result in disqualification for promotion and may also result in discipline up 

to and including termination. Candidates are also responsible for immediately notifying the 

test administrator of any problems that occur with the computer. 

Agreement  

I understand that even though safeguards are in place, there is an inherent possibility that a 

technological malfunction may occur at any time during the administration of any exercise 

(e.g., power failure, software error, etc.). If a technological malfunction does occur, test 

personnel will review the situation immediately to determine a fair course of action and 

ensure I have the appropriate amount of time to finish or replace my work. This agreement 

does not apply in cases of candidate error (e.g., you turn off the computer etc.). 
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Questions and Requests for 

Additional Information 

Ergometrics and DHR are committed to providing as much information as is feasible and 
appropriate to candidates. As such, you will be able to submit questions regarding the contents 
of this prep guide to DHR. However, DHR cannot answer one candidate’s question without 
sharing the information with everyone -- the goal is to share the same information with 
candidates at the same time. Therefore, phone calls, e-mails, and any other forms of inquiry from 
individuals will not be answered to the individual. Rather, information will be shared with all 
candidates using parallel channels, such as an e-mail notification, Department Bulletins, postings 
on the intranet, or group announcements. 
 
Some information cannot be shared due to the following reasons: (a) providing the information 
would jeopardize test security or the confidentiality of results, (b) continued work on the test or 
on the scoring of results is occurring, (c) the information will be shared only after it has been 
shared with all candidates, or (d) an answer is not available at that time.  Due to the sensitivity 
of the information, Ergometrics and DHR are reluctant to speculate, offer an opinion, or answer 
hypothetical questions. 
 
Please submit your questions regarding the prep guide to dhr-publicsafety@sfgov.org by 1600 
hours on Monday, October 18, 2021 and write “H050” in the subject line.  Responses to all 
relevant questions will be e-mailed to you and posted on the DHR web site 
(http://www.sfdhr.org) no later than Friday, October 29, 2021.  For obvious reasons, we cannot 
answer questions that might compromise the security or validity of the test. Again, submit your 
questions to dhr-publicsafety@sfgov.org. 
 
It is important that we have 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 notify us at dhr-
publicsafety@sfgov.org. 
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Assessment Center Overview 

 

The assessment center will be comprised of two exercises: 1) Administrative and Management  
and 2) Fire Tactical Incident.  The assessment center has been developed and prepared by 
Ergometrics and Applied Personnel Research, Inc., a human resource consulting firm that 
specializes in the development of public safety promotional examinations. The assessment 
center will be conducted via video. Candidates will watch the assessment center video and 
provide their oral response, which will be recorded by camera. At a later date, assessors will 
review the candidate videos for ratings. 
 
The assessment center is based on a job analysis. A job analysis is the specific and systematic 
analysis of the tasks associated with a job, as well as the Knowledge, Skills and Abilities (KSAs) 
required to perform the job. The assessment center exercises have been developed and reviewed 
by a panel of San Francisco Fire Department subject matter experts (SMEs).  Following is some 
information that will assist you in preparing for the assessment center. 
 

Knowledge, Abilities, and Skills 

The assessment center exercises are based specifically on Department General Orders, 
Department Bulletins, or Department Manuals. The exercises may also reflect the combined 
experience of the test development subject matter experts. The knowledge, abilities, and skills 
which may be evaluated in the assessment center are listed below: 

Interpersonal: Ability to control personal feelings and to demonstrate respect for others 
involved in fire department activities. Ability to lead a team and uphold active 
accountability measures beginning with oneself, leading by example and to be willing to 
hold oneself accountable when necessary. Ability to recognize the legitimacy of the 
viewpoints of others. Ability to demonstrate respect for persons from different cultures 
or backgrounds and fostering an environment that promotes cultural differences. Ability 
to demonstrate respect for the opinions of others. Ability to withstand the pressure of 
having his or her work (actions) critiqued in an appropriate manner by superiors. Ability 
to share work information that may be of value to peers. Ability to accept feedback from 
subordinates when appropriate. Ability to evaluate work of subordinates without signs 
of implicit bias, discrimination, or retaliation. 
Leadership: Ability to track where all the companies are, what they are doing, what 
support they need, and to direct them accordingly; maintains accountability and safety 
of all crews at an incident at all times. Ability to adapt to changing conditions in weather, 
fire, extent of damage, and exposure, and communicating such changes to others at an 
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incident. Ability to recognize differences in resources and equipment to assign and 
delegate appropriately, identifying the specific resources available, reflecting inter-
department and intra-department. Ability to determine whether officers understand 
Battalion Chief's directions by observing behaviors. Ability to command companies in 
response to non-fire emergency incidents. Ability to adapt or improvise methods, 
equipment, and procedures to the requirements of the situation. Ability to supervise 
overhaul and salvage in a manner that results in the least damage to the building and 
maximizes property conservation. Ability to decide quickly how to rescue victims, or 
crew, determining what strategy would work best in a given situation, including listening 
to the communication related to the incident. Ability to take initiative in making decisions 
in administrative functions. Ability to make decisions when under pressure or in 
emergency. Ability to coordinate emergency response activities with personnel from 
other departments (e.g., police, highway patrol, or Red Cross). Ability to direct others in 
responding to an emergency according to Standard Operating Procedures. Ability to take 
command of a non-fire emergency. Ability to control and direct a training session so that 
all are involved and participate. Ability to carry out activities in a manner that serves as 
a model for other personnel. Ability to chair a committee or a project (e.g., Strategic 
Plan). 
Oral Communications: Ability to coordinate incident through clear and concise orders. 
Ability to question and interview victims and witness to ascertain necessary facts related 
to an incident. Ability to communicate verbally with people from wide variety of 
backgrounds. Ability to communicate verbally information about fire or other emergency 
to team members. Ability to explain verbally information and procedures in manuals and 
books to crew. Ability to disseminate information from headquarters to battalion and 
stations, demonstrating organizational support for policies and directives. Ability to 
speak clearly at all times, but particularly when under pressure or in an emergency 
situation. Ability to gather information, develop plans and recommendations, and 
present arguments to support organizational goals. Ability to transmit messages clearly, 
concisely, and according to proper procedure using equipment such as radio or 
telephone. Ability to relay information that can be understood by those in distress. 
Ability to understand verbal communications from others. Ability to interact with the 
public in regard to enforcing fire department codes and regulations, so that they know 
why correction is needed and how they will benefit. Ability to communicate with and 
calm victims and their friends or relatives. Ability to explain fire department actions or 
activities to people who are upset, distressed, and anxious. Ability to communicate 
problems with equipment to others. Ability to explain technical information in a way that 
is understood. Ability to select, organize, and present pertinent information in logical 
order. Ability to explain reasons for action so that all will cooperate. Ability to 
demonstrate procedures in training and in fire practices, and to explain procedures 
clearly. Ability to verbally express clearly to subordinates the expected standards of 
performance. Ability to maintain a level of professionalism and calm demeanor in verbal 
communications during an emergency. 
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Planning and Execution/Application: Ability to allocate appropriate resources according 
to the needs of the situation. Ability to anticipate outcomes and redirect attack or 
approach to emergency. Ability to plan several schedules (inspections, drills, evaluations, 
etc.) that do not conflict with each other and that are all accomplished within the time 
constraints. Ability to adjust schedules and coordinate them with other Divisions. Ability 
to anticipate impact of battalion schedules on individual stations and adjust schedules to 
ensure that all within the Battalions and Stations complete assignments, such as drills, 
community outreach, inspections, etc. Ability to integrate drills for the companies with 
their individual maintenance schedules. Ability to assess multiple events and 
circumstances to coordinate a response, demonstrating situational awareness at an 
incident to ensure that no safety issues go un-noticed. 
Planning and Execution/Suppression:  Ability to visualize spread of fire, based upon 
understanding of the type of construction of building and the characteristics of its 
contents, in order to determine approach for firefighting activity. 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 escalate and the need 
for additional resources or assistance. Ability to evaluate spread of fire and extent of 
damage on scene and decide whether to prioritize exposure protection or attacking the 
seat of the fire. Ability to evaluate smoke conditions and fight fire accordingly. Ability to 
relate characteristics of fire to type of occupancy and location of facility. Ability to direct 
and coordinate ventilation. Ability to assess the characteristics of the roof structure. 
Ability to recognize conditions of fire by officer feedback (e.g., that roof is "spongy"). 
Ability to draw logical conclusions from a body of facts (e.g., in initial size-up of fire or 
emergency situation). Ability to sense heat, sounds, smoke, winds, etc., and to evaluate 
situation before taking action at fire scene. Ability to judge speed necessary to perform 
and execute an activity in question (e.g., emergency response vs. overhaul). Ability to 
recognize and correct mistakes at an incident. Ability to recognize and understand fire-
ground hand signals. Ability to anticipate changes in conditions and circumstances and 
adapt approach accordingly. Ability to integrate information gathered from visual, aural, 
and other senses and to act accordingly. Ability to recognize information that will be 
useful to the firefighting situation. Ability to remember locations of building, streets, fire 
hydrants, etc., based on frequent observations of the area. Ability to determine which 
equipment should be used in firefighting activities. Ability to recognize what material 
needs to be removed from the premises during overhaul. Ability to determine which 
areas and the amount of areas of building that need to be checked for fire extension. 
Ability to accurately recall and record events that occurred at scene for preparing major 
incident reports. Ability to recognize a hazardous material spill. Ability to evaluate the 
seriousness of a hazardous situation and when it should be corrected, or if Bureau of Fire 
Prevention or other agencies should be notified. Ability to recognize dangerous 
situations involving crowds and overcrowding. 
Investigations/ Inspections: Ability to recognize signs of suspicious origin of fire. Ability 
to recognize that something unusual has taken place or that something unusual is on site 
that would suggest the cause of the fire. Ability to recognize and preserve a potential 
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piece of evidence for determining the cause of fire. Ability to observe and evaluate 
physical evidence as part of investigating incidents. Ability to relate first observations 
(e.g., conditions at outset of fire) to later needs (e.g., determining the cause of fire). 
Ability to distinguish between what is said by witnesses and what is found on the scene. 
Ability to recognize unusual, suspicious, or irrational behavior on the part of occupants 
or witnesses. Ability to recall and describe circumstances, conditions, and events that are 
noticed at the outset of an emergency. Ability to recognize building code violations that 
have to be referred to other agencies. Ability to recall information learned in inspection 
for use in fighting an actual fire. Ability to detect deficiencies and problems in apparatus 
and equipment under inspection. Ability to use information obtained during inspection 
to pre-plan attacks on fire. Ability to remember special features of building layout 
learned from inspections (e.g., location of doors, fire equipment) in order to use later in 
firefighting situation. Ability to recognize a potentially hazardous situation during 
inspection and how it could be dealt with during a fire. Ability to determine cause and 
origin of fires.  
Personnel Supervision: Ability to recognize and address training needs from 
observation, on-the-job performance, and performance in drills. Ability to analyze and 
interpret information from a fire scene for instructional purposes. Ability to recognize 
violations of rules and procedures. Ability to understand and apply Firefighter Bill of 
Rights. Ability to sense cues that indicate that potential personnel problems may arise. 
Ability to incorporate new material (e.g., regarding a new piece of equipment) through 
listening to information from others (e.g., Bureau of Equipment). Ability to evaluate and 
critique training exercises. 
Analyzing, Interpreting and Recalling Written Information: Ability to comprehend and 
learn from SFFD manuals. Ability to read and interpret floor plans. Ability to apply 
information gathered from floor plans in one location to a different location in same 
building. Ability to recognize implications of floor plans of building in order to use them 
in firefighting situation. Ability to extract information from manuals and apply to 
training and firefighting activities. Ability to read and interpret written material 
available in manuals or in material found at incidents. Ability to integrate information 
from non-SFFD sources (e.g., BART, hospital) with SFFD rules, regulations, and 
procedures. Ability to read and interpret maps in order to locate addresses, cisterns, 
etc. Ability to understand implications of technical information being presented by non-
firefighting personnel such as engineers or inspectors. Ability to apply information 
about equipment to inspect the equipment. Ability to apply general principles of 
hydraulics to training and firefighting activities. Ability to apply general principles of 
mechanics to training and firefighting activities. Ability to apply general electrical 
principles to training and firefighting activities. 
Management: Ability to formulate procedures for collecting and combining 
information from various reports. Ability to determine whether reports have been 
completed correctly. Ability to assess capabilities of subordinates and to assign them 
appropriately. Ability to assess capabilities of subordinates from observation of training 
and performance. Ability to assess whether a subordinate is having difficulties that 
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require help or referral. Ability to distinguish performance levels and to work with poor 
performers to improve. Ability to provide constructive feedback to employees to 
support the subordinate’s professional development. Ability to determine when 
informal counseling is needed or when there should be formal discipline. Ability to 
recognize declines in performance and when personal problems may be interfering with 
job performance. Ability to counsel subordinates who are having performance, 
conduct, and attendance issues and how they can improve. Ability to recognize 
individual differences in personnel in order to get maximum effort and productivity 
from personnel. Ability to resolve disputes among subordinates or between self and 
subordinates. Ability to coach to improve subordinates' performance. Ability to assess 
the work performance of members with Department standards to accurately evaluate 
their work performance. Ability to question subordinates who are having difficulties to 
determine why problems are occurring.   
Written Communication: Ability to follow instructions to complete forms, supply 
orders, and reports in a timely, concise, and accurate manner. Ability to read and 
interpret written messages and dispatches. Ability to present information clearly in a 
written report or letter (e.g., general form reports, injury reports, reports on personnel 
problems, or activities while on tour for next officer). Ability to write accurate 
descriptive narratives. Ability to write a report that describes in concise and objective 
terms what was learned during investigation. Ability to write a report that presents data 
in a logical and clear manner, and the reasons for recommendations. 
Personal/Self Analysis: Ability to stay calm in stressful emergency situations. Ability to 
recognize when his or her work is deficient and be proactively accountable. Ability to 
accept responsibility when his or her work needs improvement. 
Physical Fitness and Manual Dexterity: Ability to maintain cardiovascular fitness over 
time. Ability to perform coordinated, steady, and accurate actions involving wrists, 
hands, and/or fingers. 

 

 

Knowledge of Principles and Responsibilities of Supervision: Knowledge of how to 
build effective teamwork. Knowledge of how to manage problem performance. 
Knowledge of planning, time management to accomplish tasks in a timely manner. 
Knowledge of delegating to subordinates to get tasks accomplished in a timely manner. 
Knowledge of how to manage change and motivate people. 
Knowledge of Procedures: theoretical and practical understanding of departmental 
procedures: Knowledge of response procedures for the Division. Knowledge of 
standard EMS practices. Knowledge of the Department's radio procedures. Knowledge 
of relevant Departmental procedures, General Orders, memos, bulletins and manuals 
in designing a firefighting plan. Knowledge of search procedures used by SFFD. 
Knowledge of turnoff procedures for all utilities (electrical, gas, and water). Knowledge 
of procedures for inspecting hydrants and emergency water supply. Knowledge of 
policies and procedures for repair, inspection, and maintenance of equipment. 
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Knowledge of Policies: theoretical and practical understanding of departmental 
policies: Knowledge of the Department's policies regarding vehicle operation in an 
emergency. Knowledge of Department's policies regarding whom to inform and contact 
for emergency or routine events. Knowledge of reports that need to be completed and 
when for each event. Knowledge of departmental policies and procedures for training 
and instruction during drills. Knowledge of racial and sexual harassment policies and 
reporting requirements. Knowledge of the Department's policies regarding personal 
appearance. Knowledge of the Department's policies regarding uniforms and protective 
clothing. Knowledge of the Department's staffing policy regarding the appropriate level 
of staffing in fire suppression units. Knowledge of the Department's rules and 
regulations. Knowledge of Fire Fighter Bill of Rights. 
Knowledge of Criminal Activity Related to Fire: 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 Firefighting Suppression Equipment: Knowledge of firefighting 
equipment, its uses, capabilities, and limitations. Knowledge of general principles of 
hydraulics, water supply, friction loss, back pressure, and hose equipment required to 
deliver fire stream. Knowledge of nozzles, their use and adjustments. Knowledge of 
sprinkler supply and operation. Knowledge of fire extinguishers, their appropriate use, 
and capabilities (e.g., how long they can be used and how far they will extend). 
Knowledge of ladders (sizes and operation) in order to choose appropriate one in 
firefighting situations (such as reaching victims). Knowledge of what ventilation tools to 
use. Knowledge of operating characteristics of tools and equipment in order to 
diagnose problems, malfunctions, or performance conditions. Knowledge of tools and 
equipment, and their operation, maintenance, and repair procedures. 
Knowledge of Fire Science: Knowledge of hazardous materials and their implications 
for firefighting situations. Knowledge of hazardous materials and their effect on safety 
of crew and environment. Knowledge of smoke and heat and how they travel (e.g., 
backdrafts). Knowledge of the fire ignition sequence. 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 Regulations and Laws: Knowledge of traffic laws pertaining to 
emergency response procedures. Knowledge of the Building Code regarding the types 
of building exits. Knowledge of R-1 inspections and home safety procedures. Knowledge 
of fire codes regarding fire suppression systems. Knowledge of the Fire Code and 
Building Code regarding the types of building exits. Knowledge of the Fire Code and 
Building Code regarding types of standpipe systems. Knowledge of the Fire Code and 
Building Code regarding types of sprinkler systems. 
Knowledge of Resources: Knowledge of city streets and direct routes to incidents. 
Knowledge of maps, tablet command, mobile data terminal, and GPS to the City. 
Knowledge of traffic patterns at various times of day. Knowledge of which support units 
and additional resources need to be called after sizing-up fire. Knowledge of the 
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functions and responsibilities of Department units and resources. Knowledge of the 
different types of water supply (high-and-low-pressure systems). Knowledge of the type 
of firefighting protection that is available in each structure. Knowledge of natural gas 
distribution systems. Knowledge of operation of sprinkler systems and how to operate 
shutoff valves. Knowledge of first alarm area (e.g., streets, construction activity, type of 
area - residential or business). Knowledge of where to refer questions from public (i.e., 
to different agencies in City). Knowledge of SFFD organization in order to provide 
information to those outside of the Fire Department. 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 SFFD first aid resources available and those 
on the way (e.g., what assistance is provided by other units). Knowledge of the 
capabilities of Battalion Chiefs (including technical skills unrelated to their primary job) 
that can be used at a later time. Knowledge of departmental staff and their functions. 
Knowledge of where to refer personnel for personal or work-related problems (i.e., 
EAP, Stress Unit). 
 
Knowledge of References including SFFD Manuals: Knowledge of building construction 
to determine how to ventilate and assess causes of fire. Knowledge of building 
construction to enable one to use firefighting facilities and equipment in building. 
Knowledge of the Building Construction Manual regarding the manner in which fire 
affects various types of building construction. Knowledge of the Building Construction 
Manual and Building Code with regard to the types of construction of various types of 
buildings. Knowledge of the Emergency Response Guidebook, regarding operating 
procedures at hazardous materials incidents. 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. Knowledge of building 
construction, such as plumbing, electricity, and gas in order to work safely within 
building in firefighting situation. Knowledge of common, prevalent violations that are 
likely to exist in building (e.g., blocked access, illegal wiring) and thus to look for them 
in inspections. Knowledge of all the standard drills. Knowledge of all the departmental 
manuals. Knowledge of the Incident Command System. Knowledge of Fire Scope – Field 
Operations Guide. 
 
 

Administrative and Management Exercise  
Overview 
The Administrative and Management Exercise is designed to simulate items that might be found 
in an Assistant Chief’s In-Box and messages that you may receive in your office. For this exercise, 
you will assume the role of Assistant Chief Chris Candidate and be provided a number of 
correspondence items, such as emails, phone calls, notifications, and messages. You will be given 
preparation time to review instructions, the in-basket items, supporting materials (e.g., Fire 
Calendar, Officer Roster, Chiefs on Duty List, etc.) and prepare your oral response. You will also 
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be provided with reference material such as Disaster Manual, Communications Manual, Water 
Supply Manual, SFFD Vaccination policy, etc. Following the preparation period, the assessment 
center video will prompt you to begin your oral response to each item in the order of the item 
numbers. One of the purposes of the exercise is to demonstrate what you choose to address, 
why you choose to address it, and how you address it in the limited time frame provided.  

The length of time given to review the items and present your oral response will be provided to 
you at the time of the assessment center. A countdown timer will appear on the video screen 
during the exercise. Throughout the preparation, you may receive additional updates, and you 
should describe how any “additional information” impacted your actions to any in-basket 
item(s). The video narrator may prompt you to respond immediately upon receipt of some 
additional updates. The updates may be delivered to you in audio or written format. You are 
free to make any notes you wish on this instruction sheet, note paper, and on the in-basket 
items provided during the preparation period. You may sort the items in any order you wish. 

Test Room 

[This is an example of typical instructions and an in-basket item for an Administrative and Management 
Exercise.  Actual instructions and in-basket items being used for this promotion will be given to you at the 
time of the exercise.] 

A test proctor will start the camera for recording and begin the assessment center video. The 
assessment center video will guide you through the exercise. Once the preparation period is 
complete, the narrator will prompt you to state your candidate ID# on the badge that you will be 
wearing, then will prompt you to begin your verbal response before the camera. When delivering 
your verbal response, make sure to provide the following information for each numbered in-
basket item:  

 

▪ Item Number – First, always state aloud the number of the in-basket item to which you are 
referring. Without this number, the assessors will not know which in-basket item you are 
talking about.  
 

▪ Planning and Execution – Indicate the priority level of each item (i.e., when you would 
respond to the item). Use the following priority levels:  

o High Priority (Immediate Action) – Highest priority items are those you think 
must be handled before you leave for today’s training. They are generally time 
sensitive and/or have high impact or there may be serious consequences if 
they are not handled immediately.  

o Medium Priority (End of Watch) – Medium priority items should be addressed 
when you return from the training at 1700 hours. These are important items 
that should be dealt with today, but they do not have to be handled in the 
short time you have before you must leave for the Fire Commission meeting.  

o Low Priority (Next Day) – Low priority items are those that you would handle 
on your next shift. These items contain work you need to do at some point, 
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but as of today, they are not especially time sensitive compared to other items 
in your in-basket.  

 
▪ Action – Then describe the actions you think need to be taken for each in-basket item and 

indicate why. You may receive a follow-up update to items, and you should describe how 
any “additional information” impacted your actions to any in-basket item(s). In your 
response, clearly organize your actions and identify the order of action steps you would 
take first, second, third, etc., as you address each item.  Indicate what issues are presented 
by the content of each item and what, as an Assistant Chief, you would do to address these 
issues. If you would do something before taking action, such as researching something prior 
to responding, state that and explain your thinking and plan. The assessors are interested 
in your thinking. 
 

▪ Contact – Finally, be sure to indicate the specific individual(s) whom you would 
correspond/communicate with regarding each item. Be sure to identify individuals by their 
names in the in-basket. 

Remember that you will only be scored on your verbal response. For example, if you choose to 
take no action on an item, the assessors won’t know this unless you say so. If you don't say 
anything regarding an in-basket item, the assessors will assume that you did not get to that item. 

Be sure you respond to each in-basket item. You will not receive credit for an in-basket item if 
you do not address it in your verbal response. 

Exercise Tips 

When identifying the actions you would take in response to each item, remember to be 
clear, specific, and detailed. For example, if you would: 
 

✓ schedule a meeting, then describe with whom you would meet and what would be 
discussed. 
✓ delegate a task, then describe to whom you would delegate the task, why you 
would delegate it to that person, and what you expect to be accomplished. 
✓ make a telephone call, then identify who you would call and what you intend to 
say. 
✓ write an email, then identify to whom you would send the email and what 
information the email would contain. 
✓ postpone handling an item, then indicate when you would complete the item, and 
what actions you would take at that time. 
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Example Item 

 
ITEM 1 

Assistant Chief Candidate 
From: CaptainPink@sfgov.org 
Sent: Sunday, October 31, 2021 4:00 PM 
To: AssistantChiefCandidate@sfgov.org 
Subject: Citizen Complaint 
 

Hey Chief – 

A citizen called in today to complain that Engine 2 was speeding down a residential street and 
there was no emergency siren sounded while the engine was driving down the street. The citizen 
seemed pretty upset as his kids were playing in their front yard. How do you want me to handle 
it? 
 
- Captain Pink 
 
 
Think about how you would respond to this item. Consider the following questions: 
 

• What knowledge, skills, and abilities are being measured in the exercise? 

• Who is involved in this problem? If you do not know, how can you find out? 

• What additional information do you need to handle this problem effectively? 

• What is the specific problem and what are your expectations for future performance? 

• Who needs to be involved in solving this problem? 

• What short term solutions could you develop to handle this problem? 

• What long term solutions could you develop to prevent this problem from occurring in the 

future? 

• What do the policies and procedures or rules and regulations say about this particular issue? 

• Who else needs to be notified that this problem is occurring? Who needs to be notified of the 

solutions? 

• How will you evaluate if your solutions are effective? 

• How will you monitor this issue to ensure performance improvement? 

Study Tips 

[Preparation strategies below are suggestions only. Each individual is personally responsible for 
determining which preparation strategies and tips are appropriate for them.] 

▪ Speak to the camera as if it were the assessor panel.  
▪ Speak loud enough for your responses to be heard.  Make sure that you speak clearly. 
▪ Communicate everything you are thinking.  If you don’t say it, it can’t be scored. 
▪ It is important to monitor your time by observing the countdown timer. 
▪ Consider all resources available to you and how can use them. 
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Fire Tactical Incident Exercise 
Overview 

The Fire Tactical Incident Exercise is designed to simulate a fire incident that you may respond to 
as Assistant Chief. The Fire Tactical Incident is a digital simulation and will require a verbal 
response. You will assume the role of Assistant Chief Chris Candidate as you complete this 
exercise. 
 
You will be dispatched to three fire tactical incidents during your preparation period. When it is 
time to begin the fire tactical, the narrator will prompt you to state your candidate ID# on the 
badge that you will be wearing. Then you will be dispatched and the assessment center video 
narrator will prompt you when to state aloud your responses. You will see and hear information 
related to the scenario and actions of crew members on scene. The information will only be 
presented once, so be sure to pay close attention. It is a good idea to take notes while the 
information is being presented. You will be provided with a packet of notepaper and a copy of 
the “ICS board” for your use during each scenario. 
 
After the first part of the scenario has been shown, the fire incident will evolve. Each evolution 
will provide additional information. A countdown timer will appear on the video screen for each 
response period. You must state aloud your answers to each evolution before the timer reaches 
zero. You will be asked to make strategic decisions and communications as the incident unfolds.  

Test Room 

There will be three tactical exercises administered during the preparation period. While engaged 
in administrative activities, candidates will be dispatched to incidents.  The assessment center 
video will prompt the dispatch for each tactical exercise, and the candidate’s oral responses will 
be recorded. Each scenario is a separate tactical event and upon conclusion of the scenarios, 
candidates will be directed to return to their previous administrative activities related to the 
assessment center.  You may make notes and use an ICS status board during each scenario. The 
status board or your notes will not be seen by the raters. 

The tactical scenarios will be presented using a display screen where a digitized incident 
simulation is shown in dynamic fashion. “Dynamic” means that the incident will automatically 
evolve throughout the exercise to pre-determined levels, adding a sense of realism. (The digitized 
fire scene will not show placement of apparatuses or hose lay in the scene.) The allotted time for 
each question asked will be given at the start of that response period. For example, the narrator 
could say: “based on what you have seen and heard, what actions if any would you take, and 
what communications if any would you make. You have 90 seconds to respond. Begin your 
response now.” [countdown timer cued] All candidates will see an identical video and audio for 
the assessment center.  

During each tactical exercise there could be up to six (6) evolutions. Each evolution will begin 
with an incident update delivered by units on-scene and corresponding to the visual display. 
Following each update, specific questions will be asked that relate to both your visual 
observations and incident updates. You will be able to read and hear the questions being asked. 
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Neither updates nor questions will be repeated, so pay close attention when information is 
delivered. Each question allows a specific amount of time to respond. The time remaining to 
answer will be indicated by a count-down timer on the screen. When your time to respond 
expires, the scenario will progress. 

Throughout each scenario: 

 1) Incident updates will be given both audibly and with on-screen text. When you hear an 
audible update, the text will display the same information. 

 2) Following each update, a series of questions will be presented audibly and with text 
on-screen requiring a  verbal response within a specific time frame (which may vary between 
questions).  The count-down timer starts immediately after the question has been asked, and will 
remain on-screen during that response period. Your verbal response will be recorded. Once 
asked, the questions will come off the screen and only the count-down timer remains. Neither 
updates nor questions will be repeated. 

During the tactical scenarios you will be asked to answer questions regarding general overview 
of the incident and to make appropriate resource requests and assignments to implement your 
plan. When making assignments, answers are expected to set up an organizational structure or 
ICS as appropriate to manage the incident. 
 
Your responses should include both incident related decisions and commands, as well as the 
reasoning behind each. Use both visual “on-screen” cues as well as updated reports to craft your 
responses. Be as specific as possible within the time allotted, indicating both your actions and 
motives for your decisions, as well as expected outcomes.   

 
You will be informed of when subsequent alarm companies arrive on scene and are available. 
The timing of when you request the greater alarm will be evaluated in the rating criteria. 
 
For the purposes of the exam assume that any additional resources requested will be dispatched 
in accordance with SFFD assignment/dispatch rules. 
 
For the purposes of the testing process, CD1, CD2, and CD3 will not be available during the tactical 
response. 

An assessment panel of Subject Matter Experts (SME’s) will review and evaluate the recorded 
responses using criteria developed by San Francisco Fire Department’ SMEs, based on Standard 
Operating Procedures and the combined experience of the test development subject matter 
experts.  

Exercise Tips 

✓ You must respond to each scenario and evolution in the order presented. For example, 
once the second evolution begins, you cannot go back and answer questions from the 
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previous evolution. 

✓ Pay attention to the videos and the questions that are being asked – be sure to answer 
what is being asked. 

✓ Take notes as the information is presented. 

✓ Once the countdown timer begins, do not feel pressured to speak immediately. You may 
take a few seconds to organize your response before you speak. However, you must 
monitor your own time. Make sure you do not spend so much time taking notes that 
you have insufficient time to respond aloud. 

✓ The time limit is the amount of time you have to answer all of the questions that are on 
the screen. Budget your time so you have enough time to answer all of the questions. 

✓ You must provide your response aloud before the timer reaches zero. You will not 
receive credit for what you say after the timer reaches zero. 

Study Tips 

[Preparation strategies below are suggestions only. Each individual is personally responsible for 
determining which preparation strategies and tips are appropriate for himself/herself.] 

▪ Speak to the camera as if it were the assessor panel. 
▪ Ensure your voice is loud enough during your responses. 
▪ Ensure your response is clear and concise; fully present all necessary information. 
▪ It is important to monitor your time while responding to each evolution of the tactical. 
▪ You do not have to use the entire time given for a response. 



San Francisco Fire Department 
2021 H050 Fire Assistant Chief Assessment Center Test Prep Guide 

 

Copyright Ergometrics & Applied Personnel Research, Inc., 2021                                                                                                              21 
 

 

 

 

Test Preparation Strategies 

The information below is meant to be a brief general overview to help you prepare for 
assessment center components that will be video recorded. Your responses will be recorded to 
each exercise, and assessors will review your responses at a later date. 

As you approach a promotional competition, the most important thing is your own personal 
readiness for assuming a higher-level position and how that compares with the readiness of 
others.  That does not mean formal preparation only, such as education and study.  It also means 
your mental, intellectual and developmental readiness. 

In the assessment center, there is nothing to be gained, and much to be lost, by trying to pretend 
you are someone other than who you are.  You do, however, want to show yourself to your best 
advantage. 

Arrive early 

This is one of the easiest and most effective ways to minimize stress. 

Prepare 

You may be able to do well without preparing, but you can always do better with preparation.  
Remember, you are competing against others who are also very good and you need to do your 
best to stand out as excellent.  The more prepared you are, the more relaxed and confident you 
will be.  There are many ways you can prepare: 

▪ Understand the job.  Understanding the job itself is the most important way to improve 
your competitiveness for promotion.  The more you understand about supervision, 
management, department practices and organizational goals, the better you will be able 
to answer potential questions relating to the job and organization.  Expand your 
understanding of management issues and solutions through study and seeking mentors.  
Even reading one management book can give you more depth. 

▪ Familiarize Yourself with Instructions and Type of Exercises: Carefully read and become 
familiar with the instructions and the type of exercises that are described in this guide. 
You will feel more comfortable during the examination if you are familiar with the 
instructions and exercises prior to the actual test administration. Try to imagine what 
scenarios may be presented to you. Practice how you would respond to these scenarios 
on your own and with others. Becoming familiar with the mechanics of taking the test will 
save time and ease anxiety on test day. 

Part 

5 
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▪ Minimize how much you will need to “wing it.”  An assessment center is like an 
emergency response.  You never know precisely what the demands will be, but the more 
you have practiced what you can, the easier it is to improvise and adapt.  You will always 
have to demonstrate flexibility and on-the-spot thinking.  Try to develop your thinking as 
much as you can in advance.  Study your handouts.  Learn as much as you can about the 
job.  Think about how you would handle management challenges like those you have 
observed during your employment. 

▪ Focus on the quality and quantity of your response. A high quality response is one that 
is correct and appropriate for the given situation. A high quantity response is one that 
goes into a great level of detail. Information not relevant to the situation will diminish the 
quality of your response and be reflected in your ratings. Here are sample responses: 

o Low Quality Response: Candidate says nothing about establishing Command. 
o High Quality, Low Quantity Response: Candidate says, “I would take Command of 

the Incident.” 
o High Quality, Medium Quantity Response: Candidate says, “I would take 

Command of the Incident and notify all personnel on the scene.” 
o High Quality, High Quantity Response: Candidate says, “I would take Command 

of the Incident on the corner of North and South streets and announce this over 
the tactical channel. The Incident is North Street Complex Fire. I will notify the DEC 
of the location of the Incident Command Post and the name of the incident.” 

 
The Assessment Center is designed to measure your level of competency in the knowledge, skills, 
and abilities necessary for performance as an Assistant Chief. Although there is no specific source 
material for this phase of the process, you are expected to demonstrate an understanding of the 
Policies and Procedures. Prior to the Assessment Center you should review and become familiar 
with the definitions of the knowledge, skills and abilities listed in the beginning of this manual. 

Another step you can take to prepare yourself for the Assessment Center is to practice creating 
exercises that are similar to the ones described in this manual. Generate scenarios based on 
actual events that happen while on the job, or have happened in the past. Once you have a 
scenario in mind, practice giving your response to the scenario in a manner that mimics the 
format of the Assessment Center. Give yourself a strict time limit in which to respond to the 
scenario. Practice your verbal response as if you were responding to Fire Tactical Incident or 
Administrative and Management exercise. 

After you have formulated and delivered your response, compare it to the list of KSAs and critique 
your response. It is helpful if you can receive constructive criticism from someone else at this 
point. Another person can offer a fresh perspective on your performance by letting you know 
how well you demonstrated the skills and abilities, and if there were any aspects of the scenario 
that you ignored in your response. 
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Don’t pretend 

Represent yourself honestly and don’t try to fake it.  Don’t spin your experience to sound like 
something it’s not.  Don’t use words you don’t know as that is a quick way to cast doubt on your 
credibility, intelligence and integrity.  It is easy for assessors to identify candidates who have 
memorized answers to questions that they don’t really understand or believe. 

Display confidence 

You are applying for a position of greater responsibility.  You will need to be a role model of 
confidence and credibility.  Imagine the most effective supervisor you can think of and embody 
that demeanor. 

▪ Show that you can communicate openly.  Answer questions directly. Speak directly into 
the camera so assessors can hear you. 

▪ Don’t act confused.  Display confidence in your responses. 
▪ Don’t self-deprecate or apologize for your answers. 

Think aloud 

Whatever your answer to a question is, it is better if you think aloud.  Considering options is an 
important part of management thinking. 

Don’t make assumptions 

The assessors are considering large amounts of complex information about candidates.  Don’t 
assume anyone has memorized or knows anything about you.  If something is important for 
understanding what you are saying, just tell them. 

Be concise in your communication 

Sufficient time is provided in the exercises to communicate the necessary answers to questions. 
Time management is a critical management skill that requires preparation and organization. 

Relax as much as you can 

Try to maintain physical relaxation and use appropriate gestures.  Smile - don’t act like you are in 
pain and don’t feel you have to fill every silence.  Answer questions and then wait for the next 
question. 

Do your best 

Remember, the most important thing is to represent yourself honestly and do your best. 
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Examination Day 

Examination Site Directions 

The assessment center will be administered at the CCSF Testing Center at 1740 Cesar Chavez 
Street San Francisco, CA 94124 (just West of I-280). There is no parking available to candidates. 
There is limited street parking available. We strongly encourage to have someone drop you off 
at the site or use Muni.  
 

 

 

At the site you will check in using your Driver license or SFFD identification card. 

Exam Ground Rules 

During the examination, the vast majority of candidates behave in a professional manner.  
However, it takes only one individual to disrupt an examination. Please understand the goal is 
to ensure fair and consistent treatment of all candidates. 
 
As stated above, to participate in the assessment center, you will be required to review and 
sign the copyright non-disclosure agreement and a tech waiver. At the examination site, you 
will be required to sign the agreements before participating in the examination, and you will be 
expected to abide by the Ground Rules below. 
 
As a reminder, if you require reasonable accommodation for this exam, you must contact DHR 
via e-mail at dhr-publicsafety@sfgov.org by 1600 hours on Friday October 29, 2021. 
 
  

Part 
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Ground Rules 

Electronic Devices. Possession of any electronic devices that transmit and/or store information 
are prohibited during the test in order to protect the security of the testing process. Therefore, 
you will be required to relinquish all such devices before taking the examination, including 
pagers. There will be no exceptions to this rule. Because we will not be responsible for these 
collected devices, we strongly recommend that you leave these devices at home or in another 
secure location. 
 
Materials or Writing Utensils. We will provide pencils, pens, and highlighters. Do not bring 
writing utensils, paper, calculators, highlighters, stopwatches, or any other devices or materials 
to the test site. 
 
Standard Watches. A regular wristwatch is okay to wear, but you may not use any “smart” 
watch or watch which has an audible alarm or tone which could distract others. 
 
Assigned Test Room. You will be directed to a specific test room. To avoid the appearance of 
impropriety, you may not change your assigned test room.   
 
Leaving the Test Site. If you leave the building during the examination process, you will not be 
allowed to return. No one will be allowed to leave the test site to smoke, eat, or “get some 
fresh air.” 
 
Food. No chewing gum, food, or drinks other than water will be allowed in the examination 
facility. You may bring bottles of water. There are water stations available in the facility. 
 
Talking. During preparation period, absolute silence is required so other candidates can 
concentrate. The only exceptions to this rule are during the questions period. To ask a question, 
raise your hand.  Anyone disrupting the test environment will be warned once and then 
disqualified from the selection process, if the problem continues. Any candidate who withdraws 
or is disqualified will be sequestered in another room until his or her group of candidates is 
released. 
 
Restroom Breaks. You will be given an opportunity to use the restroom just prior to 
registration. There will be a formal restroom break built into the narration dependent on the 
length of the test period. For example, if the test is four hours, there will be a break after 
approximately two hours.  Candidates are not allowed to discuss any aspect of the test during 
restroom breaks. The restrooms will be monitored. 
 
Illness or Emergency. In the event of a medical emergency, medical assistance will be called. In 
the unlikely event of an evacuation notice, please remain seated or in your test room. We have 
an established protocol to handle the situation and it will take only a minute to provide specific 
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instructions. The protocol will protect the integrity of the examination and ensure an orderly 
evacuation. 

Good luck to you in the promotional process! If you have any questions about the process, 

please contact the San Francisco Department of Human Resources.  


