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BOROUGH OF PARAMUS

EMERGENCY SERVICES

STANDARD OPERATIONAL PROCEDURE

#06-02
New Member Application Procedure

Section 1:
All departments shall follow this application process for all new applicants.

Section 2:
This application procedure is designed to standardize the process wherever possible so that applications can be processed completely, accurately, and in a timely manner. These procedures comply with all of the provisions of the Americans with Disabilities Act and protect all personal information as required by law.

Section 3:
A specific department or company officer should be assigned to manage the new applicants to insure compliance with the procedures and that the process is completed expeditiously.
Section 4:
All new applicants will be required to have a medical examination that is based upon the list of essential job functions of the appropriate department and a drug test.  The Borough will schedule the appointments with the contracted facility and pay all expenses.

Section 5:
The application process will vary based on the department.


A.
Fire Department / Rescue



1.  
8 Hour Orientation Program



2.
Completion of Application Packet



3.
Physical Agility Test


4.
Criminal / Motor Vehicle Background Check



5.
Conditional Acceptance



6.
Medical Examination / Drug Test



7.
Department Approval



8.
Mayor & Council Approval



9.
Oath of Office / Documents

B.
Ambulance / Auxiliary Police / Emergency Management




1.  
Completion of Application Packet



2.
Oral Interview



3.
Criminal / Motor Vehicle Background Check



4.
Conditional Acceptance



5.
Medical Examination / Drug Test



6.
Department Approval



7.
Mayor & Council Approval



8.
Oath of Office / Documents

Section 6:
A Personal file will be established for each new applicant.  This file must be secured in the Office of the Mayor to insure that all confidential information is protected.

Section 7:
Each new member will receive a Photo Identification / Door Access Card.  The applicant shall sign the form that acknowledges their responsibility and liability associated with it.
Section 8:

Application Procedures

A.  Following contact from a potential applicant, a department may require that he/she 

complete an Orientation Program for a maximum of eight (8) hours over a period of one (1) month.  This time period is designed to allow the applicant to observe the 

     




department operations and become familiar with the job requirements and 

     




responsibilities associated with the position.  This program will take the place of the 

     




oral interview.

B.  The designated department / company officer shall provide the applicant with the 

     




approved Application Packet that will include:






a.  Borough Emergency Services Application






b.  Appropriate list of Essential Job Functions






c.  Medical Evaluation / Drug Test Forms





d.  Respiratory Protection Medical Evaluation Questionnaire / Forms*





e.  New Applicant Background Check / ID Card Request Form





f.   Application Process Checklist





g.  Department specific forms







* as required

     



C.  The applicant will submit the completed applications and forms with any proof of      

     




certifications required by the specific department to the designated department / 

    




company officer.  The applicant will also provide a copy of his/her driver’s license.

D.  An applicant who has not been required to complete an Orientation Program must 

     




attend an Oral Interview with the designated borough and/or department officials.  

     




The interview will be based on individual department procedures and expectations.
E.
The applicant may be required to successfully complete a Physical Agility Test described in respective department regulations.





F.
Upon the successful completion of the orientation / interview and physical agility 

test, the designated officer shall forward the packet to the Office of Emergency Preparedness (OEP).

E.  The OEP will notify the Paramus Police Department Bureau of Criminal Investigation by email for an Emergency Services background check.  The applicant will contact BCI to schedule the appointment.  The applicant will report to police headquarters at the scheduled date and time. The police department will complete criminal and motor vehicle background checks.

a.  
Criminal History Records Check – NJAC 13:59-1 authorizes the New Jersey 

                 



State Police to obtain and disseminate information to all governmental 

                 



agencies of the state pertaining to records of convictions in New Jersey state 

                 



courts and, regardless of age, all records of pending arrests and charges for 

                 



violations of New Jersey laws unless such records have been expunged.  These 

                 



records can be obtained for any official government purpose including but not 

                 



limited to employment, licensing, and the procurement of services.






b.  
Motor Vehicle Records Check – NJSA Title 39 authorizes the police  

                



department to check on the accuracy of the personal information supplied by 

                



the applicant regarding the status of his/her driver’s license and driving

          




record.

F.   BCI shall take a picture for a Photo Identification Card / Door Access 

     



     Card (as required) and for his/her Personal File.  The applicant will also be 

     



     fingerprinted.
G.  BCI will forward results to the OEP via email.  Any information that would prevent 
      the approval of the applicant will be provided confidentially to the Director of 

      Emergency Preparedness.

H.  
Unless there is a valid reason to reject the applicant at this point, the applicant shall be notified of conditional acceptance.  The OEP shall contact the Director of Human Resources by email to authorize a Medical Examination and Drug Test.  The Medical Examination shall be based on the list of Essential Job Functions for the respective department.  The applicant shall contact the Director of Human Resources to schedule the appointment.  The medical facility shall complete the Medical Evaluation Forms and return them to the Administration Office.

I.  
Following successful completion of the entire application process, the applicant’s 

    




name shall be presented to the appropriate department for formal acceptance.

J.    The Department Head shall forward a signed Notice of Acceptance to the OEP.

      The OEP will forward the applicant’s completed file to the Director of Human 

      Resources who will insure that the applicant is presented at the next regular 
      meeting of the Mayor & Council for approval.

K.  The new member shall the schedule an appointment with the Municipal Clerk to be 
      sworn in and complete the Insurance Cards and any other required forms.

L.  The new member will be approved for assignment.
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