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INTRODUCTION 

 

This orientation manual is meant to be used along with the video, “Preparing for the Multiple-Choice 

Test.”  The video can be accessed on the following website: 

 

 http://www.fcgtesting.com/p/testing/orientations/mc 

Password:  Te$tPrep 

 

The video is approximately 1 hour in length.  You are able to pause the video if needed. 

 

Questions regarding video content can be submitted through the website or by emailing 

maneh.tcheffo@esci.us.   

   

The purpose of this manual is to provide information regarding: 

 

• how the Multiple-Choice Test was developed, 

• different study techniques, as well as the opportunity to practice the techniques, 

• the format of the Multiple-Choice Test, and 

• logistics for your Multiple-Choice Test. 

 

The video instructor will refer to this manual throughout the training, so be sure to follow along in 

your manual while watching the orientation video.  You are also encouraged to take notes while you 

are watching the video.  The video is meant to be watched at your own pace.  You should pause the 

video if at any point you feel you need more time to take notes or complete an exercise. 

 

Along with this manual, you should collect the following materials before watching the video: 

 

• Blank paper  

• Pencil/Pen 

• Highlighter 

 

Troubleshooting guide:  If you are having difficulty accessing the video, first make sure that 

you have typed in the website address and password correctly.  Once on the correct page, please 

note that the video does not start automatically.  It may take a few moments to load.  Once the 

video loads, click on the “play” arrow in the bottom left hand corner of the video screen.  If the 

video does not start you should first try the following: 

•  Try deleting the browsing history and all cookies from the computer’s browser  

•  Try using a different browser (Firefox, Google Chrome, Internet Explorer)  

• Try using another computer (Note:  Some computers may not be equipped with the 

necessary software to play the video)   

If you are still unable to view the video after using these techniques you should email 

maneh.tcheffo@esci.us.   

 

 

 

 

 

http://www.fcgtesting.com/p/testing/orientations/mc
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SOURCE MATERIAL 

 

Please refer to your Office’s published list of sources for the most current information about 

source material for the 2020 Deputy Corporal multiple-choice exam.  

 

DEVELOPMENT OF THE TEST 

 

The Multiple-Choice Exam 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, Abilities, and Other 

Characteristics (KSAOs) required to successfully perform those tasks.  KSAO lists were developed 

with an internal committee from PGSO and finalized prior to test development.  

 

The Multiple-Choice Exam questions are designed to measure the most critical knowledge areas.  

The critical knowledge areas for the 2020 Deputy Corporal Multiple-Choice Exam are listed below.  

You should be familiar with these knowledge areas as you are studying the sources.      

 

1. Knowledge of the Organization and Resources of the Office/County - Knowledge of 

the organization and structure of the Prince George’s County Sheriff’s Office (e.g., 

Bureau of Administration, Court Services, etc.).  Knowledge of the Office’s Policy 

System (e.g., General Orders).  Knowledge of the Prince George’s County Sheriff’s 

Office authority and jurisdiction.  Knowledge of the services and resources provided by 

the Prince George’s County Sheriff’s Office (e.g., CountyClick 311, Domestic Violence 

Intervention Division, Community Services/Victim Advocate Unit).  Knowledge of the 

programs provided by the Prince George’s County Sheriff’s Office (e.g., Deputy Sheriff 

Explorer’s Program).  Knowledge of employee wellness and assistance programs (e.g., 

Employee Assistance Programs (EAP), Early Identification (EIS), employee drug 

testing).   

 

2. Knowledge of Administrative and Personnel Policies and Procedures - Knowledge of 

the correct documentation for a given situation.  Knowledge of the policies and 

procedures for reviewing and editing reports.  Knowledge of training and certification 

policies and guidelines.  Knowledge of grooming and uniform policies and guidelines.  

Knowledge of Office-issued equipment policies and guidelines.  Knowledge of 

equipment and vehicle maintenance policies and procedures.  Knowledge of employee 

accident and injury policies and procedures.  Knowledge of policies and procedures for 

communicable or infectious disease exposure.  Knowledge of Equal Employment 

Opportunity guidelines (e.g., sexual harassment, discrimination, harassment).  

Knowledge of employee overtime policies and procedures.  Knowledge of attendance and 

leave policies and procedures.  Knowledge of secondary (extra-duty) employment 

policies and procedures.  Knowledge of past performance appraisal (PPA) policies and 

procedures.  Knowledge of Office protocol policies and procedures (e.g., ethics, 

unbecoming conduct, integrity, attention to duty).  Knowledge of discipline policies and 

procedures (e.g., conduct-related offenses, performance-related offenses).  Knowledge of 

policies and procedures that apply to commendations and awards.  Knowledge of internal 

communication procedures (e.g., chain of command).  Knowledge of external 

communication procedures and what information can be shared.  Knowledge of the 

Office’s social media policy.  Knowledge of policies and procedures pertaining to 

communications and radio use (e.g., call signs).  Knowledge of policies and procedures 
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for the use of law enforcement databases (e.g., METERS, Secure Case Search, NCIC, 

MVA, NLETS, Delta-Plus (ACRS), CJIS, NCR LInX, TLO).  Knowledge of policies and 

procedures guiding police-related records (e.g., criminal history records, juvenile 

records).  Knowledge of policies and procedures for utilizing the Office’s software (e.g., 

RMS, Microsoft Outlook, Microsoft Word, Microsoft Excel).  Knowledge of policies and 

guidelines for the use of Mobile Data Terminals (MDT).  Knowledge of policies and 

procedures pertaining to the Computer-Aided Dispatch system (CAD).  

 

3. Knowledge of Operational Policies and Procedures - Knowledge of policies and 

procedures for deputy safety.  Knowledge of policies and procedures of basic courtroom 

security duties.  Knowledge of policies and procedures for handling civil processes (e.g., 

court ordered documents.)  Knowledge of policies and procedures for handling medical 

emergencies (e.g., providing basic first aid or immediate care for the injured).  

Knowledge of policies and procedures for establishing probable cause.  Knowledge of 

contact/stop policies and procedures.  Knowledge of stop and frisk policies and 

procedures.  Knowledge of search policies and procedures for persons/property (e.g., 

Carroll Doctrine, search incident to arrest, search of a vehicle, inventory search).  

Knowledge of seizure policies and procedures for property.  Knowledge of the proper 

function and use of restraint equipment (e.g., handcuffs, Hobble Strap, The WRAP).  

Knowledge of arrest and detention procedures (e.g., criminal/civil citation, full-custody 

arrest, warrantless arrest).  Knowledge of policies and procedures for warrants/writs of 

attachments.  Knowledge of policies and procedures for alternatives to arrest and use of 

discretion.  Knowledge of transportation policies and procedures (e.g., arrestee transport, 

witness transport, victim transport).  Knowledge of policies and procedures for 

processing arrestees.  Knowledge of policies and procedures for release or transfer of 

arrestees.  Knowledge of extradition procedures.  Knowledge of the Use of Force 

Continuum and use of force policies and procedures.  Knowledge of Office-issued 

weapons policies and procedures (e.g., rifle, TASER, ASP baton, shield, OC spray).  

Knowledge of policies and procedures for operating Office vehicles.  Knowledge of the 

proper function and use of emergency equipment.  Knowledge of policies and procedures 

for pursuits (e.g., motor vehicle, foot).  Knowledge of policies and procedures for 

responding to animal complaints.  Knowledge of policies and procedures for 

towing/impounding vehicles.  Knowledge of policies and procedures for handling 

juveniles.  Knowledge of procedures for handling abuse or neglect of children and 

vulnerable adults.  Knowledge of policies and procedures for handling harassment and 

domestic violence (e.g., protective orders, temporary protective orders).  Knowledge of 

policies and procedures for handling individuals with mental disorders (e.g., emergency 

petition service, suicide threats, individuals under the influence of drugs).  Knowledge of 

policies and procedures for responding to sequesters (e.g., natural death, suspicious 

death).  Knowledge of policies and procedures for handling foreign nationals and 

diplomats.  Knowledge of victim/witness assistance policies and procedures.  Knowledge 

of court attendance policies and procedures.  Knowledge of procedures for conducting 

Sheriff’s sales under court order.  Knowledge of the functions and duties of direct 

supervisor.  Knowledge of policies and procedures for identifying, securing, and 

protecting a crime scene.  Knowledge of policies and procedures for basic interview 

techniques.  Knowledge of policies and procedures for identifying, gathering, and 

preserving physical evidence.  Knowledge of policies and procedures for packaging and 

submitting property and evidence. 



 

 
____________________________________ESCI – Fields Human Capital Division_________ 
Proprietary and Confidential – ©2020 

- 5 - 

 

4. Knowledge of Major Incident Response Policies and Procedures - Knowledge of the 

principles and procedures guiding the Incident Command System (ICS). Knowledge of 

policies and procedures guiding concurrent jurisdiction and mutual aid.  Knowledge of 

policies and procedures for emergency mobilization.  Knowledge of policies and 

procedures for hostage situations.  Knowledge of policies and procedures for barricade 

situations.  Knowledge of policies and procedures for responding to active-shooter 

incidents.  Knowledge of policies and procedures for handling suspicious packages.  

Knowledge of policies and procedures for handling bomb-related incidents (e.g., bomb 

threats, bomb explosions).  Knowledge of policies and procedures for responding to 

incidents involving hazardous or radioactive materials.  Knowledge of policies and 

procedures for responding to weather-related emergencies.  Knowledge of policies and 

procedures for responding to civil disturbances and mass arrests (e.g., strikes, picketing, 

demonstrations).  Knowledge of policies and procedures for responding to domestic 

terrorism incidents.  Knowledge of preliminary criminal investigation policies and 

procedures.   

 

5. Knowledge of Laws and Prosecution - Knowledge of the Constitution and 

Constitutional safeguards.  Knowledge of case law.  Knowledge of applicable governing 

legislation for the State of Maryland.  Knowledge of elements of crimes against persons 

and the corresponding charges (e.g., assault, stalking and harassment).  Knowledge of 

elements of crimes against property and the corresponding charges (e.g., malicious 

destruction, trespass on posted property).  Knowledge of elements of crimes involving 

health and safety and the corresponding charges (e.g., possession of controlled dangerous 

substances).  Knowledge of elements of crimes involving morals and decency and the 

corresponding charges.  Knowledge of elements of crimes against peace and order and 

the corresponding charges.  Knowledge of elements of crimes against the administration 

of justice and the corresponding charges. 

 

6. Knowledge of Community Oriented Policing - Knowledge of community-based 

policing procedures and techniques.  Knowledge of procedures for building community 

partnerships.  Knowledge of non-biased policing policies and procedures.  Knowledge of 

the Office’s citizen complaint process.  Knowledge of how to approach citizens with 

appropriate professionalism and courtesy.  Knowledge of how to interact with the 

community, including potential difficulties when interacting with citizens.   
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HIGHLIGHTING PRACTICE 

 

The following are some tips to help you while using this technique: 

 

✏ Do NOT highlight information you already know.  

✏ ONLY highlight key points.  Use the highlighted key points as triggers to remember the 

detailed information surrounding the key point.  

✏ Highlight only as much as necessary to remind yourself of the most important 

information.  Highlighting too much of a topic area will defeat the purpose. 

 

Remember, highlighting is a method to streamline the material (i.e., reduce the amount you have 

to study).  Going through the information once is probably not sufficient for you to remember the 

material.  You must still review the highlighted information again in order to improve your 

chances of recalling the information on test day. 

 

 

 

 

On the next two pages is an excerpt from your source material.  You will use this information to 

practice the highlighting study technique. 

 
THE FOLLOWING EXCERPT WAS TAKEN FROM 

PRINCE GEORGE’S COUNTY SHERIFF’S OFFICE GENERAL ORDERS MANUAL 

TITLE: CHIEF ASSISTANT SHERIFF 

GENERAL ORDERS: CHAPTER 2, 1-102 
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HIGHLIGHTING PRACTICE 
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HIGHLIGHTING PRACTICE 
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NOTE TAKING PRACTICE 

 

The note taking method consists of five steps that can be described as “the 5 Rs.”  The 5 Rs are 

described as follows: 

 

Record While you are reading a chapter, write notes on a separate notepad.  This will 

serve as your study guide.  Be sure to leave a three-inch margin on the left hand 

side of your paper for the next step. 

 

Reduce After you have finished the chapter, go back and read over your notes.  Reduce 

your notes into a few key points and write those key points down in the left hand 

margin of your study guide. 

 

Recite  After you have recorded your notes and reduced them into key points, cover your 

notes so that you can only see your key points.  Now try to remember all of the 

facts from your notes using the key points as your only clues. 

 

Reflect While filling in the facts, try to come up with associations so you can memorize 

them.  For example, if you are studying arrest procedures, think of an arrest that 

you made and each of the steps you took. 

 

Review Go over your notes, key points, and associations many times. 

 

Note cards are also extremely effective in reducing the amount of information you have to study.  

Once you have read a passage you can write the main idea on one side of the note card and then 

summarize the passage on the other.  Note cards are particularly useful when trying to remember 

definitions or charges.  A benefit to note cards is that they are portable and can easily be 

accessed whenever you have free time to study.  In addition, there are now applications that 

allow you to create digital note cards and sync them with your smartphone. (e.g., Quizlet, 

FlashCards+, StudyBlue, Chegg Flashcards). 

 

 

 

 

On the next two pages is an excerpt from your source material.  You will use this information to 

practice the note taking study technique. 

 
THE FOLLOWING EXCERPT WAS TAKEN FROM 

PRINCE GEORGE’S COUNTY SHERIFF’S OFFICE GENERAL ORDERS MANUAL 

TITLE: INCIDENT AND FIELD REPORTING SYSTEMS  

GENERAL ORDER: CHAPTER 5, 5-101 
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NOTE TAKING PRACTICE 
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NOTE TAKING PRACTICE 
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OUTLINING PRACTICE 

 

Outlining helps to organize material for memorization through association to “key” ideas.  When 

you outline an area of study, use only short phrases or key words to serve as triggers to 

remember the detailed information.  The following is an example of an outline format. 

 

I.   Major Heading 1 

 A. Sub Heading 1 

  1. Sub, sub heading 1 

   a. sub, sub, sub heading 1 

   b. sub, sub, sub heading 2 

  2. Sub, sub heading 2 

 B. Sub Heading 2 

 

II. Major Heading 2 

 A. Sub Heading 1 

 B. Sub Heading 2 

 

 

 

 

On the next two pages is an excerpt from your source material.  You will use this information to 

practice the outlining study technique. 

 
THE FOLLOWING EXCERPT WAS TAKEN FROM 

PRINCE GEORGE’S COUNTY SHERIFF’S OFFICE GENERAL ORDERS MANUAL 

TITLE: MANAGEMENT OF AGENCY ASSESTS, PROPERTY, AND EQUIPMENT 

GENERAL ORDER: CHAPTER 7, 7-106 
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OUTLINING PRACTICE 
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OUTLINING PRACTICE 
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CREATING ACRONYMS 

 

Acronyms are abbreviations of several words used to improve memory and are used throughout 

public safety.  Words such as ICS and NIMS are acronyms.  Here are the steps to creating an 

acronym: 

 

1. Write the facts you want to remember (keep filler words to a minimum) 

2. Underline the first letter of each fact (if there are multiple words, only underline the first 

word) 

3. Arrange the underlined letters to form an acronym that is a real word or a nonsense word 

that you can remember 

 

You will be permitted to write in your test booklets on test day.  You may find it helpful to write 

down your acronyms once time starts.  This can serve as a memory aid as you are working 

through the test.   

 

 

 

 

 

On the next page is an excerpt from your source material.  You will use this information to 

practice creating acronyms. 

 
THE FOLLOWING EXCERPT WAS TAKEN FROM 

PRINCE GEORGE’S COUNTY SHERIFF’S OFFICE GENERAL ORDERS MANUAL 

TITLE: OFFICE OF THE SHERIFF 

GENERAL ORDER: CHAPTER 2, 2-101  
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CREATING ACRONYMS 
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RETRIEVAL PRACTICE 

 

Retrieval practice involves recalling information with minimal cues.  To begin, identify a 

passage of information that you want to read.  It shouldn’t be too long, no more than 2 pages.  

Read that passage and then put it aside.  Next, take a few minutes to write what you remember.  

Do NOT look back at the passage that you read.  This step is important because this is what helps 

commit the information to your long-term memory.  When trying to remember everything you 

have just read, you are organizing information within the long-term memory and are creating 

cues and connections that the brain later recognizes.  It helps you remember the information 

better than just reading it. 

 

 

On the next two pages is an excerpt from your source material.  You will use this information to 

practice the retrieval practice study technique. 

 
THE FOLLOWING EXCERPT WAS TAKEN FROM 

PRINCE GEORGE’S COUNTY SHERIFF’S OFFICE GENERAL ORDERS MANUAL 

TITLE: HARASSMENT AND SEXUAL HARASSMENT 

GENERAL ORDER: CHAPTER 1, 1-108 
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RETRIEVAL PRACTICE 
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RETRIEVAL PRACTICE 
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RETRIEVAL PRACTICE  

 

Write down everything you remember from the previous passage:  

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________ 

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________ 
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RETRIEVAL PRACTICE  

 

1. According to the General Orders Manual, which of the following is an example of a form of non-

verbal sexual harassment? 

 

A. Touching  

B. Obscene gestures 

C. Slurs 

D. Innuendos  

 

2. According to the General Orders Manual, arbitrary discrimination can include actions or inactions 

based upon prejudice, stereotyping, or:   

 

A. harassment. 

B. in-group socialization. 

C. racism. 

D. NONE OF THE ABOVE 

 

 

**Answers are found in Appendix A.  
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MULTIPLE CHOICE QUESTION FORMATS 

 
The Deputy Corporal test will consist of 50 multiple-choice questions.  Unless otherwise noted 
in the question, you should assume that all personnel referenced in the test are members of the 
Prince George’s County Sheriff’s Office and that all events occur within the jurisdictional 
boundaries covered by the Prince George’s County Sheriff’s Office.   
 

IMPORTANT NOTE:   The video includes a section titled “Guessing the Best Answer.”   The 
tips suggested are for guessing ONLY.   They are in no way intended to imply that any correct 
test answers were developed using these methods.   Always utilize your knowledge to choose the 
best answer; however, if guessing is your only option, these are the strategies we recommend. 

 
The questions will be organized by the source they were taken from and clearly labeled.  For 
example: 

 
THE FOLLOWING QUESTIONS WERE TAKEN FROM THE 

PRINCE GEORGE’S COUNTY SHERIFF’S OFFICE GENERAL ORDERS MANUAL  
 

Each question will have four options, and only one is the best answer.   ESCI - Fields writes 

three different types of questions: definitional, factual and situational.   Below is an example of 

each type of question.   These questions are only meant to familiarize you with the format of 

questions in a ESCI - Fields Test. 

 

Definitional: 

According to the General Orders Manual, _____ is the hierarchy of authority that extends from 

the top to the bottom of the organization. 

 

A. Span of Control 

B. Authority Command 

C. Seniority Order 

D. Chain of Command  

 

Factual: 

According to the General Orders Manual, the use of lethal force is justifiable when lesser force is 

insufficient to accomplish a lawful purpose and may be used in circumstances such as: 

 

A. self-defense. 

B. defending another person from death. 

C. maintaining the custody of any dangerous person threatening a use of deadly force. 

D. ALL OF THE ABOVE  
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MULTIPLE CHOICE QUESTION FORMATS 

 

Situational: 

A deputy is involved in an accident that occurred while driving a County vehicle.  According to 

the General Orders Manual, which of the following actions should his/her supervisor complete 

prior to the end of his/her shift? 

 

A. Notify Public Safety Communications via radio of the location of the accident 

B. Complete a Vehicle Accident Report Form 

C. Investigate to determine fault and cause by obtaining photographs of the scene 

D. The supervisor is not responsible to complete any actions on behalf of the deputy 
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GENERAL TEST TAKING TIPS 

The following is a list of tips you should use while taking the Multiple-Choice Exam. 

 

• Assume you are a Deputy Corporal -- Throughout the test you will be asked how you 

would perform if you were in the rank for which you are testing.  Do not answer the 

questions from the perspective of your current rank.  It is important to have an 

understanding of the roles and responsibilities of a Deputy Corporal before taking the test.   

 

• Scan the test before you begin answering questions -- Skim all of the questions in the test 

to familiarize yourself with the format and organization of the test.  You may want to 

consider starting with a section that contains questions from a source that you are 

particularly strong or weak in. 

 

• Read questions thoroughly and carefully -- Skipping over one word may change the 

meaning of the question! 

 

• Answer what is asked -- Make sure you understand what the question is asking so you can 

choose the best answer.  Pay attention to words like “NOT” or “all of the following 

EXCEPT” as they will change the entire meaning of the question. 

 

• Underline key words -- You will be able to mark in your test booklet and doing this will 

help you pay attention to important information in the question. 

 

• Read all answer choices -- Don’t stop reading the answer choices if you think the first one 

is correct because there may be a better answer.  All questions will have four answer 

options, so be sure to choose the one that is the BEST answer. 

 

• Narrow answer choices -- If there are choices you know cannot be correct, cross them out.  

This way, even if you have to guess at the correct answer, you have a better chance of 

getting it right. 

 

• Avoid reading into the question -- Use only the information provided in the question; do 

not add additional information.  Remember to choose the BEST answer from the options 

provided.   

 

• Complete your answer sheet correctly -- As you move through the test, you should check 

to make sure that the number of the bubble you are filling in corresponds to the number of 

the question you are answering.  Fill in bubbles completely and only bubble one answer.  

Erase changed answers completely so that the electronic scanner will not read two answers.  

Remember that ESCI - Fields test items will only have answers that correspond to letters A, 

B, C, and D.  The bubble sheet has a bubble labeled “E.”  Never choose this option.  

 

• Don’t spend too much time on one question -- If you are having trouble answering a 

question, don’t waste too much test time trying to figure it out.  Circle the question in your 

test booklet and come back to it later (be sure to skip the answer on the bubble sheet).  

Information in another question may trigger your memory to help you answer the question.  
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LOGISTICAL PROCEDURES 

 

The Multiple-Choice Exam will be held on Saturday, April 25th, 2020.  Follow all report times 

included in the candidate announcement.  

 

Registration      
 

Be prompt.  Late arrivals will not be permitted without authorization from OHRM, the Sheriff, or 

his designee.  You must have your Sheriff’s Office photo identification card for registration. 
 

Dress Code 
 

Follow any PGSO announced guidelines regarding the dress code.  

 
Prohibited Materials 
 

Candidates will not be permitted to bring food or drink into the exam room.  
 

Candidates will only be permitted to wear a non-digital (analog) wristwatch with no audible 

alarm.  Candidates will not be permitted into the exam room with digital watches, stop watches, 

clocks, or any other digital devices.  
 

Candidates may not bring personal digital assistants, cell phones, two-way radios, pagers, 

cameras, imaging devices, smart watch, or any other electronic device to the examination site.  
 

Candidates may not bring any source materials, texts, notebooks, paper, folders, notes or 

reference material of any description into the exam site. 
 

Backpacks, brief cases, carry bags, and luggage of any description are prohibited at the 

examination site.  WALLETS AND PURSES ARE PERMITTED.   
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APPENDIX A 

 

Answers to questions for “Retrieval Practice”: 

 

1.  B (Source: General Orders Manual, Chapter 1, Harassment and Sexual Harassment, Section 

1-108.2, Definitions, Sexual Harassment) 

 

2.  C (Source: General Orders Manual, Chapter 1, Harassment and Sexual Harassment, Section 

1-108.2, Definitions, Arbitrary Discrimination) 

 

 

 

 


