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Finding # 82: The SFPD does not fully engage its applicants throughout the hiring process. 
Given the lengthy and intensive process for hiring, the SFPD needs to develop a program for 
engaging quality candidates early on and keeping them interested in and involved with the 
department. 

Recommendation # 82.2 The SFPD should consider creating information boards and 
“applicant only” websites and providing ongoing updates and department information to 
applicants during the hiring process. 

 

Response Date:  11/12/2020

Executive Summary: The San Francisco Police Department and the San Francisco 
Department of Human Relations (DHR) are committed to engaging candidates early in the 
hiring process and keeping them interested and involved.  To ensure that applicants are 
provided ongoing updates and department information, the SFPD and DHR have web pages 
containing extensive information for Entry Level Q-2 Police Officer applicants.  Both agencies 
maintain constant communication with applicants throughout the hiring process by email, 
standard mail, phone calls, text messages, social media and in person meetings.     
 
      Compliance Measures:  
 

1. Consideration of information boards and applicant websites. 
 
“Cal DOJ and Hillard Heintze thought that SFPD has explained how it (and DHR) keeps in 
contact with applicants and notifies them of progress.  The recommendation was aimed in 
part at having SFPD consider a portal where applicants could log on and see their progress in 
the process.  SFPD explained that it has considered a portal but due to part of the process 
being controlled by DHR and financial constraints it has gone forward with its current 
plan.  SFPD will add this explanation to compliance measure 1 as well as additional 
information regarding how DHR provides updates to applicants.”  

The SFPD has created a separate web address that links to the SFPD Career’s 
homepage on the SFPD’s website: www.SFPDcareers.com 
 
This web address leads to https://www.sanfranciscopolice.org/your-sfpd/careers, which 
is the hub for all the career opportunities within the Police department, which includes 
both Sworn (Entry Level Q-2 Police Officers, Lateral Officers, Reserve Police Officers) 
and Civilian positions (Police Cadets, Police Service Aides). Interested applicants will 
need to complete an application with the San Francisco Department of Human 
Relations (DHR). A link is provided in our career’s webpage. 
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It also contains very extensive and detailed information on the hiring process for the 
Entry Level (Q-2) Police Officer’s position, including: 

• Salary and Benefits 
• General Information and Qualifications 
• Application and Selection Procedures 
• Physical Ability Test (includes a video displaying testing components) 
• Oral Examination 
• Background Investigations 
• Basic Academy 

 
Screenshots of the new SFPD website can be seen below: 
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 DHR has created a section of their website specifically for information related to the 
 SFPD Entry Level (Q-2) Police Officer’s position.  Applicants can also complete an 
 application there. 
 https://jobapscloud.com/SF/sup/bulpreview.asp?R1=CCT&R2=Q002&R3=060667 

 It contains very extensive and detailed information on the hiring process for the Entry 
 Level (Q-2) Police Officer’s position, including these sections: 

• Introduction  
• Working Conditions and Benefits 
• Eligibility Requirements: Citizenship, Age, Driver’s License, Education, Judicial 

Record, Desirable Qualifications 
• Application and Selection Procedures 
• Step 1: First, complete and submit an online application with the City and County 

of San Francisco.  
• Step 2: Next, schedule yourself to take the “FrontLine National” law enforcement 

examination administered by the National Testing Network (NTN) 
• Step 3: Candidates that attain passing scores on the FrontLine National 

examination will be invited to take the Physical Ability Test (PAT) and Oral 
Interview. 
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• The Physical Ability Test (PAT) 
• The Oral Interview 
• Eligible List / Certification Rule 
• Personal History Questionnaire (PHQ) Evaluation 
• Employment, Character, and Background Investigation 
• Review of Judicial and Driving Records 
• Polygraph Examination 
• Testing for Use of Controlled Substances 
• Psychological Examination 
• Medical Examination 
• Vision Testing 
• Hearing Testing 
• Special Notes 
• Veteran’s Preference 

 

A screenshot of the DHR website can be seen below: 
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The DHR “applicant only” portal allows applicants to login and access their application along 
with their testing status.  This portal is titled “Application-Personal Status Board”.  If you are 
hired by the SFPD, this portal access stays with you.  You would utilize it for your future 
promotional applications and your promotional testing status. Below are screenshots of the 
DHR “Application-Personal Status Board” portal and a redacted example of a member’s 
access to the portal being maintained and used for promotional application submission. 
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The SFPD previously considered an applicant only platform numerous times over the 
years.  At those times, the SFPD chose not to pursue purchasing these platforms due to 
the cost and the software being too new.  A few of the platforms previously considered 
were eSOPH and Guardian Alliance Technologies.  More recently the SFPD has again 
considered an applicant only platform. In 2019, the SFPD Staffing and Deployment Unit 
conducted an extensive assessment of the SFPD hiring process.  One of the long term 
improvement suggestions was “Work with DHR to create an online tracking system 
(candidate portal) that updates in real time.”  Attachment 12 is a presentation that was 
created from some of the review findings.  See Attachment 12 page 8 for the above 
listed suggestion. The Staffing and Deployment Unit also suggested researching these 
company’s platforms: Airtable, Salesforce, NEOGOV and eSOPH.   

When SFPD presented this information to the DHR Public Safety Team, DHR informed 
the group that they would be moving away from using their current JobAps platform in 
the near future.  The DHR Public Safety Team suggested that SFPD wait until after that 
transition before purchasing a separate platform for SFPD to use.  The new DHR 
platform might have some of the access and applications already built in and therefore 
the SFPD might not need to purchase a separate platform.  Both SFPD and DHR were 
concerned about the data transfer compatibility between multiple platforms.  Both 
agencies did not want the SFPD to spend money on a platform that may or may not be 
compatible with their future application system.  For those reasons, the SFPD decided 
to wait for DHR to transition to their new application platform before considering 
purchasing an additional one for SFPD use.  To date, DHR has not transitioned to the 
new application platform. 

 

See Attachment #12 Diversity Strategic Plan-Process Mapping (page 8)  

 
 

2.  Plan to update and advise applicants during the process. 
 
The RU’s main forms of communication are through email, phone call, text message, 
social media and in person.  All interested applicants receive an initial email regarding 
the hiring process which includes a link to the job application. See the sample email 
scripts attached. 
 
See Attachment #1 Greeting Email Script (sent to interested candidates met at events)  
See Attachment #2 MMQ Applicants Initial Email (sent to applicant after application 
submission) 
 
The RU communicates most effectively with candidates over the phone or in person.  
The candidates are able to get all questions answered immediately without having to 
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search online through lots of information.  For that reason, advertising, social media and 
the website direct interested candidates to call the RU directly.  The RU assigns every 
candidate to a SFPD recruiter for continuous communication.  The RU recruiters call all 
candidates who are assigned to them.  They are instructed to leave a message if they 
do not connect with the call recipient.  All information is updated on the RU Applicant 
Tracking Sheet.  The Sergeant in charge of the RU conducts audits of the Applicant 
Tracking Sheet and if they identify candidates that need additional communication, the 
Sergeant will instruct the assigned recruiter to call that person for further follow up. 
 
The RU sends email reminders to eligible applicants offering our test prep help options. 
Candidates who are scheduled for test prep help are emailed a week before the 
scheduled practice session as a reminder.   
 
See Attachment #3 Test Prep Help Email  
See Attachment #4 2019 & 2020 Recruitment Unit Test Prep Calendar 
 
DHR’s main form of communication with the applicants is through emails. DHR sends 
applicants emails regarding their application, registering for testing components, 
reminders about upcoming tests, pass/fail testing notifications, and email nudges to 
eligible candidates who are not progressing through the process. 
 
On a weekly basis, DHR sends a list of all applicants to the RU for further follow up 
using the “High Touch Approach”. The “High Touch Approach,” is a process where the 
recruiters provide a high level of mentorship by following up with each individual 
applicant.  This way ALL applicants are offered the same level of one-on-one 
mentorship.  The RU communicates with these applicants by emails, phone calls, text 
messages, and in person meetings.  
 
See Attachment #5 DHR Email Scripts to Applicants 
 
Applicants who successfully passed all three initial testing components move on to the 
Background Investigations phase of the hiring process.  The Background Investigation 
Unit’s main form of communication is through email, standard mail, phone calls and in 
person meetings.  Once an applicant makes it to the Background Investigation phase, 
they are sent an email asking them to complete their background packet and submit it 
by mail.  The applicant receives a confirmation email when the Background 
Investigation Unit receives the packet. 
 
See Attachment #6 Background Investigation Unit Email Scripts to Applicants 
  
The background packets received are reviewed by the Sergeant in charge of the 
Background Investigation Unit.  If the applicant is eligible to progress further in the hiring 
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process, they are assigned to a Background Investigator.  If the applicant is not eligible 
to progress in the hiring process, they are mailed one of three letters.  They are mailed 
either a non-select letter, a substance abuse policy violation letter (also referred to as a 
SARs letter) or an administrative waiver letter. 
 
See Attachment #7 Background Investigation Unit Mailed Letters to Applicants 
 
The Background Investigators individually call each applicant assigned to them.  The 
Investigators communicate where the applicant is in the process, assist them with 
scheduling interviews, assist them with scheduling further testing, conduct follow up 
regarding their investigation, communicate test results and request more 
information/documentation.  The Investigators communicate with their applicant by 
phone or email at least once every two weeks. 
 
See Attachment #8 Unit Order 18-01 Mandatory Contact with Applicants in Background 
Investigations 
 
The Background Investigators conduct an in-person initial intake interview, conduct an 
in-person home visit and conduct a second in-person interview when the applicant is 
offered a Conditional Offer of Employment.  If the applicant is selected for an academy 
class, they receive a phone notification and an email notification. 
 
The Background Investigation Unit reaches out to the RU when they require additional 
assistance communicating with applicants.  The two most frequent examples are: When 
applicants are asked to turn in their background packet but fail to do so in the indicated 
time frame and when applicants do not meet the SFPD height/weight requirements.  
The RU then calls those applicants and encourages them to become compliant. 
 
 
 

3. Evidence of ongoing updates during the applicant process. 
 
The RU enters all contact information in the Applicant Tracking Sheet and follows up 
with the applicant to documents updates as they progress through phases of the hiring 
process.  A screenshot of the Applicant Tracking Sheet is below: 
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Any update with applicant is indicated on the Applicant Tracking Sheet.  Please see the 
attached screenshots of the Applicant Tracking Sheet for evidence of on-going updates 
with applicants. 
 
See Attachment #9 Redacted section of RU Applicant Tracking Sheet 
 
As stated above, DHR’s main form of communication with applicants is through emails.  
Please see the attachment below for examples of email communications between DHR 
and applicants as evidence of on-going updates.  
 
See Attachment #10  Redacted DHR Email Communications 
 
The Background Investigation Unit enters all contact information in the Case Status 
Tracker and follows up with the applicant to document updates as they progress 
through each phase of the hiring process.  A screenshot of the Case Status Tracker is 
below: 
 

 
 
The individual Background Investigators update the Case Tracker and also their 
Investigation Chronological Report.  Please see the attached Investigation 
Chronological Report for evidence of on-going updates with applicants. 

 
See Attachment #11 Redacted Background Investigation Unit Investigation 
Chronological Report 

 


