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THECITY OF NEW YORK
DEPARTMENT OFCITYWIDE
ADMINISTRATIVE SERVICES REQUIREDINFORMATION
APPLICATION L#FI}IIT
1CENTRESTREET, 14" FLOOR
NEW YORK,NY 10007 APPLICATION

EDUCATION AND EXPERIENCE
TEST

N O T I C E FOREIGN EDUCATION
BILL DE BLASIO O F EVALUATION GUIDE
(F APPLICABLE)
STACEY CUMBERBATCH E X A M | N A T | O N

PROBATION OFFICER
Exam No. 6029

WHEN TO APPLY: From: December 2, 2015 APPLICATION FEE: $61.00

To: December 22, 2015 If you chooseto pay theapplication fee with a
credit/debit/gift card, you will be charged a
feeof 2.49% of thepayment amount. Thisfee
isnonrefundable.

THE TEST DATE:  Multiple-choice testing is expected to beginMonday, March 7, 2016.

YOU ARE RESPONSIBLE FOR READING THISNOTICE INITSENTIRETY
BEFORE YOU SUBMIT YOUR APPLICATION.

WHAT THE JOB INVOLVES: Probation Officers, under supervision, with sontitude for independent or un-

reviewed action or decision, perform difficult amledponsible work in the field of probation provigimssigned
individuals services in intake, investigation, swison, and enforcement. They make preliminary
investigations of defendants’ alleged crimes cgiafes; obtain information on offenders’ legal, eroic, and
psycho-social history and background; interpretd@ions of sentence to persons placed under pabati
supervision; provide therapeutic counseling to ptimmers individually or in groups, and superviseirt
progress; assist Family Court in making approprierminations in very complex and sensitive Gasets
as liaison between the department and the coedsrs and clarify information, answer questionspare and
submit written reports and recommendations, indgdevocation of probation if necessary; keep trafck
court cases in which the department is involvetErrprobationers to social, governmental or comiyuni
agencies which may assist in probationer’s rehabion; perform field work, which includes homeitggo
individuals under investigation or supervision;respond with and make collateral visits to friendfatives,
community agencies, employers, former employensattes, schools, law enforcement agencies, andspthe
prepare and maintain case records; provide spssibdiervices in research and demonstration projgotdade
intake service to determine the necessity for coervention or adjust matters without referralctmurt;
operate a motor vehicle; serve as department repias/e, as may be required; receive instructidhé use
of deadly physical force, firearms and other weapamay operate a computer; may assist in the sigmnv
of volunteers; may perform violation of probatiommant investigations, enforce Violation of Probati
warrants, execute warrants, perform “failure toorépinvestigations and requisite field visits, dietor take
into custody probationers wanted by law enforcenagrencies, assist the Office of General Counstidn
preparation of cases for the Violation of Probaiwocess, and execute search orders; and peréabead
work.

Some of the physical activities performed by Primme©fficers and environmental conditions experazhare:
walking to and from sites for court and field \&sitnaking field visits in all kinds of weather; nivads field visits
to potentially dangerous areas; making visual olzgems/surveillances of locations; reading docuisiesitting
for extended periods of time; communicating orallien assigned to Field Services Unit, carryingpeseand
executing warrants and taking into custody prolmaie wanted by law enforcement agencies

Special Working Conditions. Probation Officers may be required to work shifficluding nights, Saturdays,
Sundays, and holidays.

(This is a brief description of what you might ddhis position and does not include all the dutighis position.)

THE SALARY: The current minimum salary is $41,514 per annditis rate is subject to change.

HOW TO APPLY: If you believe you meet the requirements in"tHew to Qualify" section, submit an application

on the Online Application System (OASys)vatw.nyc.gov/examsforjobs. Follow the onscreen application
instructions for electronically submitting your dipption and payment, and completing any requinéormation.

A unique and valid email address is required ®dihline. Several internet service providers uditig but not
limited to Google, Yahoo!, AOL, Outlook.com, and iMaom offer free email addressédl new OASysaccounts
require verification before a candidate can submit an application to ensure the accuracy of candidate
information. Verificationisinstantaneousfor most accounts, but someaccountsmay requireup to24hours

to bereviewed by a staff member and resolved. Email notification will be sent to those creating accounts
that require additional documentation before they can beresolved. Please keep thisinformation and the
application period deadlinein mind when creating your account. The following methods of payment are
acceptable: major credit card, bank card associwtbda bank account, or a prepaid debit card witihedit card
logo which you may purchase online or at variotigireutlets.

READ CAREFULLY AND SAVE FOR FUTURE REFERENCE
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If you are receiving or participating in certaimtfts of public assistance/benefits/programs, onaseteran, you
may qualify to have the application fee waived. r Rwre information on eligibility for a fee waivemd
documentation requirements, visit the Fee WaiveQFA the Online Application System at
https://a856-eeexams.nyc.gov/OLEE/oasys/FAQFeeWai ver .aspx.

You may come to the DCAS Computer-based Testingpglisations Centers to file for this examinatiorioa
and submit a money order payable to DCAS (Examg) submit documentation for a fee waiver.

The centers will be open Monday through Saturdasnf®:00 AM to 5:00 PM:

M anhattan Brooklyn
2 Lafayette Street 210 Joralemon Street
17" Floor 4" Floor
New York, NY 10007 Brooklyn, NY 11201
Special Circumstances Guide . This guide is located on the DCAS website at

www.nyc.gov/html/dcas/downl oads/pdf/misc/pdf_c_special_circumstances.pdf and available at the DCAS
Computer-based Testing & Applications Centers. Thiisle gives important information about requesang
alternate test date because of religious observanee special test accommodation for disabilitygiring
Veterans' or Legacy credit, and notifying DCAS afhange in your mailing address. Follow all instions on
the Special Circumstances Guide that pertain toyloen you complete your "Application for Examinatio

HOW TO QUALIFY: You may be given the test before we verify youaliications. You are responsible for
determining whether or not you meet the qualifimatiequirements for this examination prior to suting your
application. If you are marked “Not Qualified,” yoapplication fee will not be refunded and you witlt receive
a score.

Education and Experience Requirements: You must have the following:

1. a graduate degree from an accredited colleganiwersity, in social work, education, law, sociglpg
psychology, criminology, rehabilitation counselimgunseling, guidance, or a related field; or

2. a baccalaureate degree from an accredited cadlegeiversity, and two years of satisfactory tirhe
experience in casework or counseling in a recoghiecial work/counseling setting adhering to
acceptable professional standards in the fieldadation, parole, social services, psychiatricalogork,
or a related field; or

3. a Bachelor of Social Work degree from an acceeldibllege or university, and one year of satisfyct
full-time experience in casework or counseling escribed in “2" above; or

4, a baccalaureate degree from an accredited cabdlegriversity, and one year of satisfactory, firtte
experience in the field of probation providing seeg for assigned individuals in intake, investigat
supervision or enforcement; or

5. a satisfactory combination of education and/qregience which is equivalent to “1,” “2,” “3" or "4
above.However, all candidatesmust haveat least a baccalaur eate degr eefrom an accr edited college
or university. Graduate credits in the fields listed in “1” aboway be substituted for up to one year of
experience as described in “2” above on the basiB0ograduate semester credits for one year of
experience.

In order for experiencein casework and/or counseling to be acceptable, at least 60% of your time must be
spent perfor ming dutieswhich involvetherapeuticinter action used tomaodify behavior. The experience must
include at least one of the following areas: intake developing and recording a psycho-social histonducting
an evaluative analysis or assessment; providingsading or supportive supervision; developing amglémenting
a treatment plan; or providing referral and follag-services.Such experience must have been gained after
receipt of a baccalaureate degree. Experience as a tutor, clerical worker, peer celansleader/companion,
recreational counselor, legal assistant, invesitigaamp counselor, eligibility specialist or cuditd supervisor
is notacceptable.

Theeducation requirement must be met by January 31, 2016. The experiencerequirement must be met by
thelast day of the Application Period (December 22, 2015).

The college or university must be accredited lgjoreal, national, professional, or specialized aggsrecognized
as accrediting bodies by the U.S. Secretary of &filue and by the Council for Higher Education Aclitation
(CHEA).

If you were educated outside the United Statesyast have your foreign education evaluated tordete its
equivalence to education obtained in the UniteteStaThis is required onlfyou need credit for your foreign
education in this examination.

You must clearly specify in detail all of your relevant education and experience on your Education and
Experience Test and submit it by theend of the Application Period. If you are currently employed by the City
of New York, do not assume that persons reviewimg ¥=ducation and Experience Test will know infotioma
which you do not provide on your Education and Egee Test, including information about your cuatrgb.

If you have applied for a previous examination, i assume that persons reviewing your Educati@ah an
Experience Test will know about information you yideed on a previous Education and Experience Test.

You will not receive credit for education which you obtain aftnuary 31, 2016 or experience which you obtain
after the end of the Application Period.



Exam No. 6029 - Page 3

Driver LicenseRequirement: By the time you are appointed to this positiany ynust have a motor vehicle driver
license valid in the State of New York. If you hameving violations, license suspension(s) or andeet record,
you may be disqualified. This license must be nadiretd for the duration of your employment.

Medical and Psychological Requirements: Medical guidelines have been established forpbsition of
Probation Officer. Candidates will be examinedatermine whether they can perform the essentiations of
the position of Probation Officer. Where approf@ja reasonable accommodation will be providec foerson
with a disability to enable him or her to take thedical examination, and/or to perform the esskifutigtions of
the job. Certain assignments in which firearmsueed require eligibles to undergo a psychologicaluation.

Drug Screening Requirement: You must pass a drug screening in order to peiaped.

Peace Officer Training Certification Requirement: You must satisfy the training requirements essakd by
the State of New York for Peace Officer. Once atwd] this certification must be maintained for dlneation
of your employment.

Character and Background: Proof of good character and satisfactory backgtauti be absolute prerequisites
to appointment. The following are among the factwhich ordinarily would be cause for disqualifioat (a)
arrest record conviction of an offense, the natfinghich indicates lack of good moral charactedisposition
toward violence or disorder; (b) repeated arrestoavictions of an offense, where such convictimlicate a
disrespect for the law; (c) discharge from employtn@here such discharge indicates poor behavimradnility
to adjust to discipline; (d) dishonorable dischdrgen the Armed Forces; and (e) conviction of pititeny. In
accordance with provisions of law, persons condiofea felony or domestic violence misdemeanonateligible
for appointment to the title of Probation Officer.

Residency: According to section 255 of the New York State Ex@ Law, Probation Officers may reside in
any county within New York State.

English Requirement: You must be able to understand and be understogdglish.
Citizenship: United States citizenship is required at the tifapmointment.

AgeRequirement: In accordance with section 257 of the Executivwe lyiu must have reached youf'®irthday
by the time of appointment. There is no minimum tgie for this examination. However, if you & young
for appointment on the date the eligible list isrtimated, you will have no further opportunity fgppointment
from this list.

Proof of Identity: Under the Immigration Reform and Control Actl&86, you must be able to prove your
identity and your right to obtain employment in theited States prior to employment with the CitjNew York.

REQUIRED INFORMATION:

1 Application for Examination: Follow the online instructions, including thasdéating to the payment of
fee and, if applicable, those found in the SpeCietumstances Guide.

2. Education and ExperienceTest: Fill outSectionsA.4 (Under graduate Education) and thefollowing
sections applicable to you: A.1 (Foreign Education Evaluation), A.5 (Graduate Education), A.6
(Courses), and B (Employment/Work Experience). This test must be filled out completely and itaile
for you to receive your proper rating. Follow tihdine instructions.

3. Foreign Education Evaluation Guide (Required only if you need credit for your foreign education
to meet the education and experiencerequirements): If you were educated outside the United States,
you must have your foreign education evaluatecterthine its equivalence to education obtaineden t
United States. The services that are approvedk@mhis evaluation are listed on the Foreign Etioica
Evaluation Guide located on the DCAS website at
www.nyc.gov/html/dcas/downl oads/pdf/misc/foreigneducation.pdf. When you contact the evaluation
service, ask for acour se-by-cour se" evaluation (which includes a "document-by-docuthemaluation)
of your foreign education. You must have one @efsthservices submit its evaluation of your foreign
education directly to the Department of Citywidemidistrative Services no later than eight weekmfro
the last date for applying for this examination.

THE TEST: The multiple-choice test may be given at a cat@pterminal or in paper and pencil format. Yaill w
be informed of the format on your Admission Notiééur score on this test will be used to deternyimer place
on an eligible list. You must achieve a scoretdéast 70% to pass the test.

The multiple-choice test is designed to assesextant to which candidates have certain abilitietednined to
be important to the performance of the tasks afodbdtion Officer. Task areas to be tested arelisifs: Case
Management, Forms and Reports, Field Service Aigts/iSpecialized Duties.

The test may include questions requiring the usangfof the following abilities:

Written Comprehension: understanding written sentences and paragraphmieaA Probation Officer might
use this ability when reading a pre-sentence iigatbn report.

Written Expression: using English words or sentences in writing sd tthers will understand. Example: A
Probation Officer might use this ability when wrigia Violation of Probation report.

Memorization: remembering information, such as words, numbésjies and procedures. Pieces of information
can be remembered by themselves or with other pieicmformation. Example: A Probation Officer miglse
this ability when recalling details for an Investigpn report.
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Problem Sensitivity: being able to tell when something is wrong oikisly to go wrong. It includes being able
to identify the whole problem as well as elemerithe problem. Example: A Probation Officer miglseuhis
ability when making referrals regarding servicasifidividual probationers.

DeductiveReasoning: applying general rules to specific problems andiag up with logical answers. Itinvolves
deciding if an answer makes sense. Example: A FEoybafficer might use this ability when making
recommendations to the court about a probatiorserisencing.

Inductive Reasoning: combining separate pieces of information, or djgeanswers to problems, to form general
rules or conclusions. It involves the ability tonk of possible reasons for why things go togetBeample: A
Probation Officer might use this ability when apptyand enforcing the conditions of probation.

Information Ordering: following correctly a rule or set of rules or acts in a certain order. The rules or set of
rules used must be given. The things or actiofgtput in order can include numbers, letters, wiopittures,
procedures, sentences, and mathematical or lagpeaations. Example: A Probation Officer might thée ability
when using the proper steps to complete a pre{semiavestigation report.

Time Sharing: ability to shift back and forth between two or mecairces of information. Example: A Probation
Officer might use this ability when looking at difent sources of information regarding a probatiosiech as
schools and family members, when writing a preesgce investigation report.

Certain questions may need to be answered on tsie bAdocuments or other information suppliedte t
candidates on the date of the multiple-choice exam.

Warning: You are not permitted to enter the test sitéhwitllular phones, beepers, pagers, cameras, frtab
media players, or other electronic devices. Catous areot permitted. Electronic devices with an alphabetic
keyboard or with word processing or data recordimggbilities such as planners, organizers, etqratgbited.

If you use any of these devices in the buildingrattime before, during, or after the test, you matyreceive your
test results, your test score may be nullified, yamat application fee will not be refunded.

You may not have any other person, including chifdipresent with you while you are being proce$sedr
taking the test, and no one may wait for you insifithe test site while you are taking the test.

Required I dentification: You arerequiredtobringone(1) form of valid (non-expired) signatureand photo
bearingidentification tothetest site. The name that was used to apply for the exam marsth the first and last
name on the photo ID. A list of acceptable idécaifion documents is provided belowf you do not have an
acceptable I D, you may be denied testing. Acceptable forms of identification (bring oneg as follows: State
issued driver's license, State issued identificatiard, US Government issued Passport, US Govetrigsered
Military Identification Card, US Government issuslien Registration Card, Employer ID with photo,Student
ID with photo.

Leaving: You must leave the test site once you finishtésg. If you leave the test site after being dinpginted
but before finishing the test, you will not be péted to re-enter. If you disregard this instroatand re-enter the
test site, you may not receive your test resutigr yest score may be nullified, and your applarafee will not
be refunded.

ADMISSION NOTICE: You should receive an Admission Notice in thelmlaout 10 days before the date on which
testing is expected to begin. If you do not reeeim Admission Notice at least 4 days before the dia which
testing is expected to begin, you must go to thmifdstration, Customer and Exam Support Group, dt@e
Street, 14 Floor, Manhattan, to obtain a duplicate noticeestTsite assignments will take your address into
consideration, but proximity cannot be guaranteed.

THETEST RESULTS: If you meet the education and experience remergs and pass the multiple-choice test, your
name will be placed in final score order on aniklalist and you will be given a list number. Ywaill be notified
by mail of your test results. If you meet all regments and conditions, you will be considereddimgpointment
when your name is reached on the eligible list.

CHANGE OF MAILING AND/OR EMAIL ADDRESS: ltis critical that you promptly notify DCAS ainy change
to your mailing address and/or email address. Nay miss important information about your exam(s) o
consideration for appointment, including imporiafdrmation that may require a response by a sigelifeadline,
if we do not have your correct mailing and/or enaaitiress. Change of mailing and/or email addexpsests
submitted to any place other than DCAS, such as Agency or to the United States Postal ServiceM@T
update your records with DCAS. To update your imgiind/or email address with DCAS, you must sutamit
change request by mail or in person. Your reqoestt include your full name, social security numisaam
title(s), exam number(s), old mailing and/or enaaitiress, and your new mailing and/or email addr&ssir
request can be mailed to DCAS Records Room, 1 E&tteet, 1% Floor, New York, NY 10007 or brought in
person to the same address Monday through Friday %AM to 5PM.

ADDITIONAL INFORMATION:

SelectiveCertification for Foreign Language: If you can speak, read or write Albanian, ArabienBali, Bosnian
Serbo-Croatian, Chinese (Cantonese), Chinese (Mahdarench, Greek, Haitian/Creole, Hindi, Italj&orean,
Polish, Portuguese, Russian, Spanish, Tibetan,, Widthamese, West African Language (e.g. Ibo)d¥H, or
you know American Sign Language , you may be cameidl for appointment to positions requiring thigigb
through a process called Selective Certificatidhyou pass a qualifying test, you may be givenfemed
consideration for positions requiring this ability-ollow the instructions given to you on the ddytlwe
multiple-choice test to indicate your interestitls Selective Certification. This requirement rbaymet at any
time during the duration of the list. If you méle¢ Selective Certification requirement at somareitate, please
submit a request by mail to: DCAS Bureau of Exations - Exam Development Group, 1 Centre Streket] 1
Floor, New York, NY 10007. Please include therexmation title and number, your social security twem and
the specific foreign language(s) on your correspoicd.
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SPECIAL ARRANGEMENTS:

Make-up Test: You may apply for a make-up test if you canmadetthe test on the regular test date(s) for any of
the following reasons:

D compulsory attendance before a public body;

2) on-the-job injury or iliness caused by municigadployment where you are an officer or employee
of the City;

3) absence from the test within one week afteddagh of a spouse, domestic partner, parent, giblin
child or child of a domestic partner where you ameofficer or employee of the City;

4) absence due to ordered military duty;

(5) a clear error for which the Department of CitgheviAdministrative Services or the examining
agency is responsible; or

(6) a temporary disability, pregnancy-related, didzhirth-related condition preventing you from
taking the test.

To request a make-up test, contact the AdministnatCustomer and Exam Support Group in person ondiy
at 1 Centre Street, 4 loor, New York, NY 10007, as soon as possible@ogide documentation of the special
circumstances that caused you to miss your test.

PENALTY FOR MISREPRESENTATION: Any intentional misrepresentation on the appiaraor examination
may result in disqualification, even after appoietry and may result in criminal prosecution.

The General Examination Regulations of the Department of Citywide Administrative Services apply to thisexamination and are part of
this Notice of Examination. They are posted and copies are available at nyc.gov/dcas and at the DCAS Computer-Based Testing and
Applications Centers.
The City of New York is an Equal Opportunity Empéoy
Title Code No. 51810; Probation Occupational Group

For information about other exams, and your exam or list status, call 212-669-1357.
Internet: nyc.gov/dcas




