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**MODIFICATION AUTHORITY** NTN and the City of Denver reserve the right to modify any aspect of the 
promotional process, including but not limited to test components, timing, scoring methods, and 
administrative procedures, at any time prior to or during the promotional process as needed to ensure 
fairness, security, and validity. Candidates will be notified of significant changes when feasible but may 
encounter procedural modifications on test day. Current information supersedes any prior information 
provided.  
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General Candidate Information 
INTRODUCTION 

Thank you for your interest in advancing to the rank of Lieutenant. Your decision to participate in 
this promotional process reflects your commitment to professional growth and your readiness to 
take on greater responsibility within your department. 

Advancement to the rank of Lieutenant represents a significant step forward, bringing expanded 
responsibilities that will have a meaningful impact on both the department and the community you 
serve.  

This document is designed to help you prepare for the promotional process. It provides an 
overview of what to expect, describes the testing components in detail, and offers practical tips to 
help you perform at your best. We encourage you to review this information carefully and use it to 
assist you as you prepare. 

The promotional process has been carefully designed to be fair, job-related, and predictive of 
success in the Lieutenant position. All candidates will be evaluated using the same components, 
evaluation criteria, and standardized procedures. We recognize the time and effort you are 
investing in this process and wish you the best as you prepare for and participate in the 
promotional process! 

 
PROMOTIONAL PROCESS COMPONENTS AND WEIGHTING 

Exercise % Weight 

Multiple Choice 
Written Exam 

30% 

Assessment Center 65% 

Seniority 5% 

 

Note: The Department will assign a seniority score based on each candidate’s tenure with 
the department and any other seniority factors as determined by the department. 

1. 
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ASSESSMENT CENTER EXERCISES AND WEIGHTING 

The assessment center will consist of the following exercises: 

Exercise % Weight 

Writing *Administered at an 
earlier date 

All 
exercises 
will be 
weighted 
evenly. 

Critical Incident 

In Basket 

 

GENERAL TEST INFORMATION 

● You will be responsible for monitoring your own time during the promotional process. 
Wearing a watch or bringing a timer/stopwatch is permitted; however, ensure your device 
does not contain any prohibited electronic features.  

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

● Candidates are prohibited from removing any material from the testing site. 

● If a problem arises during the assessment center, it is the candidate’s responsibility to notify 
a proctor or member of Civil Service as soon as possible. 

● Candidates may bring a water bottle with you to the test site. 

● If a candidate has a question during the promotional process administration, ask a test 
proctor for clarification. 

DRESS CODE 

Multiple-choice Written Exam: There is no dress code for the written exam. Class B uniforms are 
recommended but not required. 

Writing Exercise: Candidates may wear Class B uniforms. 

 

Assessment Center: Candidates may wear formal business attire or Class A uniforms. 

EXAM DEVELOPMENT 

NTN collaborated extensively with subject matter experts (SMEs) from the Denver Fire Department 
throughout the development and validation of the promotional process. This partnership ensured 
that all components reflect the knowledge, skills, and abilities required for success in the role. SMEs 
conducted thorough reviews of all test content and scoring indicators in conjunction with NTN 
consultants to ensure alignment with department standards and job-relevant competencies. 
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ACCOMMODATIONS 

Applicants with disabilities requiring reasonable accommodation for the promotional process should 
refer to the Candidate Resources website as soon as possible and send requests to 
CSCInfo@denvergov.org. You may be required to provide the following documentation in support of 
your accommodation: 

● The specific disability 

● A clear description of how the disability limits the candidate's abilities 

● Documentation dated within the last 3 years (except for chronic disabilities) 

● Specific accommodation recommendations 

The City of Denver will make all final decisions on accommodations. 
 

⚠ IMPORTANT NOTICE TO CANDIDATES: The information in this handout describes the general 
structure and format of the promotional process. While this document reflects our current plans, 
specific details including but not limited to:  

• Exercise timing and duration  
• Number of questions or response segments  
• Order of exercises  
• Preparation time allocations  
• Administrative procedure 

 
...may be modified based on operational needs. You will receive final, specific instructions on test 
day. This handout is designed to help you prepare generally, not to provide exact specifications you 
can rely upon. 

 

 

 

 

 

https://www.denvergov.org/Government/Agencies-Departments-Offices/Agencies-Departments-Offices-Directory/Civil-Service-Commission/Candidate-Resources-FAQs
mailto:CSCInfo@denvergov.org
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Exam Security 
 

TEST SECURITY AND CONFIDENTIALITY 

Prior to participating in each phase of the promotional process, you will be required to sign a 
security and confidentiality agreement stating that you have not and will not violate test security. 
The content and nature of the entire promotional process are strictly confidential, and you must 
not discuss any aspect of the testing process with anyone—including other candidates, whether 
before, during, or after your participation.  

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 promotional candidate. 
NTN and/or the Department reserve the right to disqualify candidates from the promotional 
process for violating the Test Security and Confidentiality agreement. This agreement applies 
during and following the promotional testing process.  

PROHIBITED DEVICES AND MATERIALS 

Electronic devices and personal study materials are not permitted in the testing sessions due to 
test security, confidentiality, and laws associated with this testing.  

● Prohibited devices include, but are not limited to: 

o cellular phone, audio/radio headsets, cameras, recording devices, tablets, watches 
with internet capabilities (smart watches), AI (artificial intelligence) 
devices/platforms (including AI glasses even if they are prescription), and other 
electronic devices with recording devices and/or communication capabilities. 

● Prohibited materials include, but are not limited to: 

o your personal study notes, test reference materials, presentation aides, loose 
paper, etc. 

If you have any questions about which devices or materials are permitted in the testing sessions, 
it is your responsibility to speak with an NTN or Department representative.   

Candidates should not bring these devices or materials to the testing site. If these devices or 

2. 
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materials are brought on site, candidates will be required to check them in during the registration 
process. NTN and/or the department reserve the right to disqualify candidates from the 
promotional process if it is discovered that they are in possession of any of these devices or 
materials during the testing process.  

TECHNICAL WAIVER 

Technical devices such as computers, audio devices, and/or recording devices may be used by NTN 
as a part of this process to either record performance and/or enhance the experience of the testing 
process. Technical issues may arise during the testing process. While NTN and the Department will 
work to resolve technical issues promptly, candidates are responsible for: immediately alerting 
proctors to any technical problems, following proctor instructions regarding technical difficulties, 
and understanding that technical issues affecting all candidates may result in rescheduling, while 
isolated technical issues affecting individual candidates will be addressed on a case-by-case basis 
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Multiple-Choice Written Exam 
TEST DATES, TIMES, AND LOCATIONS 

Test Component Date Time Location 

Multiple-Choice Written Exam May 7, 
2026 

Registration opens at 8:00 
AM and closes at 8:15 AM. 

Latecomers will not be 
allowed to test. 

Candidates should expect to 
be on site for approximately 
3-hours. 

PPA Event Center 

2106 Decatur 
Street 

Denver, CO 80211 

 

 

WRITTEN EXAM CONTENT 

The multiple-choice written test consists of 120 questions based on the following references: 

Denver Police Department Operations Manual: 
• Section 5.00: General Duties and Responsibilities of Command Officers (Sworn Rank of 

Lieutenant or higher) 
• Section 11.00: Duties and Responsibilities of Lieutenants (Command Rank) 
• Section 105.01: Use of Force Policy 
• Section 105.02: Force and Control Options 
• Section 105.03: Reporting / Force Related Policies 
• Section 105.04: Shooting by and/or of Police Officers 
• Section 107.04: Search and Seizure of Electronic Recording 
• Section 115.01: Barricaded Suspects and Hostage Situations 
• Section 117.01: Bill of Rights (Sworn Officers only) 
• Section 117.05: Department of Safety EEO Policy (Sworn and Professional Staff) 
• Section 117.06: Protected Information (Sworn and Professional Staff) 
• Section 117.07: Investigative Guidelines (Sworn and Professional Staff) 

3. 
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• Section 117.09: Anti-Hazing Policy 
• Section 118.01: Biased Policing and Criminal Intelligence Information - Policy Statement  
• Section 118.02: Biased Policing 
• Section 118.03: Criminal Intelligence Information 
• Section 122.02: Extreme Risk Protection Orders 
• Section 501.01: Chain of Command 
• Section 501.02: Allotment and Assignment of Personnel 
• Section 501.03: Punctuality 
• Section 501.10: Detective, Corporal, and Technician Selection 
• Section 501.11: Sergeant Assignment Selection Process 
• Section 503.01: Complaint and Discipline Procedures for Sworn Personnel 
• Section 503.02: Commendations 
• Section 503.04: Personnel Assessment System (PAS) 
• Section 505.01: Days Off / Time and Compensation 
• Section 505.03: Overtime/Special Compensation 
• Section 505.04: Special Assignment Time 
• Section 505.08: Use of Sick Leave — Family and Medical Leave, Leave of Absence 
• Section 505.09: Use of Sick Leave — Family and Medical Leave, Medical/Modified Leave 
•  Section 505.13: Police Pension & Relief Board 
• Section 505.19: Reemployment of Former Denver Police Officers 

Other Denver Police Department Sources: 
• Strategic Plan 2023–2027 
• Training Bulletins 

o First Amendment and Protected Conduct 
o Extreme Risk Protection Orders (ERPO)/Update 
o Equal Employment Opportunities Policies 

• Denver Police Department Crowd Control Manual 

Leaders Eat Last: Why Some Teams Pull Together and Others Don't, 2017, Simon Sinek, 
Portfolio/Penguin 

• Chapter 1: Protection from Above 
• Chapter 2: Employees Are People Too 
• Chapter 3: Belonging 
• Chapter 4: Yeah, But... 
• Chapter 6: E.D.S.O. 
• Chapter 7: The Big C 
• Chapter 8: Why We Have Leaders 
• Chapter 9: The Courage to Do the Right Thing 
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• Chapter 10: Snowmobile in the Desert 
• Chapter 11: The Boom Before the Bust 
• Chapter 13: Abstraction Kills 
• Chapter 14: Modern Abstraction 
• Chapter 15: Managing the Abstraction 
• Chapter 16: Imbalance 
• Chapter 17: Leadership Lesson 1: So Goes the Culture, So Goes the Company 
• Chapter 18: Leadership Lesson 2: So Goes the Leader, So Goes the Culture 
• Chapter 19: Leadership Lesson 3: Integrity Matters 
• Chapter 20: Leadership Lesson 4: Friends Matter 
• Chapter 21: Leadership Lesson 5: Lead the People, Not the Numbers 
• Chapter 22: At the Center of All Our Problems Is Us 
• Chapter 24: The Abstract Generation 
• Chapter 25: Step 12 
• Chapter 26: Shared Struggle 
• Appendix: A Practical Guide to Leading Millennials 

WRITTEN EXAM DETAILS 

● Each multiple-choice question will consist of a stem and four answer choice options (see 
example below). 

● Candidates will be given up to three (3) hours to take the exam.  

● Candidates will be provided with a machine-scored answer sheet on which to mark their 
answers during the exam.  

o Only the answer sheets will be scored. Candidates are allowed to make notes in the 
test booklet; however, test booklets will not be reviewed.  

● The exam is a closed-book exam.  

● Candidates are not allowed to bring any material from the reading list to the testing site.   

● Two pencils per candidate will be provided during the administration.  

EXAMPLE WRITTEN EXAM QUESTION 

Below is an example of the written exam question format.  
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47.  According to General Order 2017 (Secondary Employment), reserve officers may work 
how many hours of secondary employment for each hour of volunteer time they 
provided during the previous month? 

 A)  1 hour 
 B)  3 hours* 
 C)  5 hours 
 D)  8 hours 

*Answer B is the best answer choice.  

General Order 2017 (Secondary Employment): Reserve officers may work 3 hours of secondary 
employment for each hour of volunteer time they provided during the previous month up to the 
100-hour limit. (This is only an example resource; this is not a Department resource). 

EXAM ADMINISTRATION 

When to Arrive 

Please arrive at 8:00 AM. Candidates who arrive after their designated check in time and do not 
attempt to contact the Civil Service Commission at 720-913-3370 may be considered a “No Show” 
and may be disqualified from the testing process absent extenuating circumstances. If you have any 
questions or concerns regarding your arrival time or if an emergency arises, please contact the Civil 
Service Commission immediately. The department will make final decisions on late arrival on a 
case-by-case basis considering the circumstances. 

What to Bring 

● Bring identification; either your department ID or government issued ID 

● Water bottle 

Registration Process 

Upon your arrival, proceed to the registration desk. During registration you will:  

1. show your ID (government issued ID or Department ID); 

2. sign the promotional process sign-in sheet; 

3. sign the Test Security and Confidentiality Agreement; and 

4. confirm that you do not have any prohibited items (see the section on Exam Security).  

Administration Flow 

Step 1: Instructions  

Instructions Candidates will be directed to a seat in the testing room and await further 
instructions from a proctor. Candidates may use the restroom while they are 
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*est. 10 minutes waiting for testing to begin. 

Once all candidates are checked in and seated, the proctor will read the 
exam instructions and ensure that all candidates have their test materials. 

Step 2: Test 

Test 

*up to 3 hours 

The proctor will begin the three-hour timer.  

Candidates may use the restroom one at a time during the three-hour testing 
period; however, the timer will not be paused while they are using the 
restroom. 

Step 3: Check Out 

Completion Once you have completed the exam: 

● Turn in all test materials to the exam proctor 

● Turn if all protest forms (if applicable) 

● Sign out (if required) 

● Exit the testing site 

 

PROTEST PROCESS DETAILS 

Candidates must complete any desired protest forms prior to exiting the testing room. Candidates 
may ask for additional protest forms from the proctor. One protest form is to be completed per 
question. Candidates may not return to complete protests after exiting. 
 
SCORING 

Following the completion of all written exam:  
• Scores will be calculated and verified according to department procedures  
• Results will be communicated to candidates by the Civil Service Commission 
• Questions about scoring or results should be directed to CSCinfo@denvergov.org 

 
The department reserves the right to extend timeline for results if additional verification or review is 
needed. 
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Multiple-Choice Written Exam 
Preparation Strategies 
*Disclaimer: The preparation strategies below are suggestions only. Candidates are responsible for 
determining which preparation strategies and tips are appropriate for them. 

Leadership positions call for extensive knowledge of technical and management topics. This exam 
covers important issues from the assigned study material. Questions are designed to help the 
department identify the best potential managers and supervisors. The department is interested in 
promoting future leaders who will do the necessary studying and be able to apply the information 
on the job. You are competing for promotion with other qualified members of the department. This 
test is your opportunity to demonstrate your study ethic and personal effectiveness. 

Studying the publications assigned is one way to improve your chances of ultimately being a 
successful candidate. There are many different approaches that you can take to studying. An 
excellent way to prepare for this type of test is to read each publication twice. First, read it straight 
through so that you understand the general focus as a whole. Next, reread the publication, making 
notes and highlighting the most important points that you see in each section. Other strategies are 
to use acronyms for remembering information or to form a study group. Candidates are 
encouraged to engage in the preparation strategies that work best for them.  

PREPARATION STRATEGIES 

Minimize Environmental Distractions 

Try to limit the number of distractions in your environment when studying. Distractions include, 
but are not limited to, email, cell phones, and even other people. Eliminating distractions will allow 
you to concentrate more easily so you can retain the information you are studying.   

Avoid Burning the Midnight Oil 

Retaining information is difficult for many people when they are tired. If possible, try to study when 
you are well-rested and ready to concentrate. 

Review Chapter Overviews or Summaries 

Chapter overviews and summaries typically provide information on the most important points in a 
chapter. Oftentimes, reviewing these areas before reading a chapter helps you determine and 
understand the important topics in the chapter. After reading the chapter, you can use overviews 

4. 
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and summaries to test yourself on critical knowledge from the chapter. 

Quiz Yourself  

After reading a chapter or section, quiz yourself on important topics, definitions, etc.  You can also 
use headings and specific terms to develop questions prior to reading the material. Afterward, 
while reading the section or chapter, you can try to answer those questions. 

Have Someone Quiz You  

After you read a text, a great way to see if you have retained information is to have someone ask 
you questions regarding the material you just read.  

Avoid Cramming  

Spreading your studying out over time will help you concentrate and retain the information you 
read.  

Look Up Words or Phrases You Do Not Know  

Have a device available when studying so that you can look up words and phrases that you are not 
familiar with.  

Mark it Up  

Highlight and/or underline important sections of the text while you study. Marking up the text will 
help you concentrate on important topics and also make it easier to review the material again later.   

Take Notes  

Taking notes of the important topics you read in the text can be an efficient study aid to help you 
remember what you read. 

TEST TAKING TIPS  

The exam questions have four answer choices. To get the highest score, always select the best 
choice listed, even if more than one choice seems plausible to you. Be sure to read all answers 
before deciding on your final answer. Do not focus on a choice that is not given to you. Do not get 
distracted by thinking of other possible responses that are not among the choices presented. Do 
not get stuck on the idea that you want to combine two responses. Demonstrate your judgment by 
picking the one answer that, by itself, is better than any other answer. 

Prepare yourself physically for this exam as you would prepare yourself for any special assignment 
that requires concentration. Preparing in a way that is out of the ordinary may cause you problems. 
For example, consuming more caffeine than usual can make you jittery; less than usual can leave 
you listless. Get the amount of sleep that leaves you most alert. Bring any personal items you may 
need, such as eyeglasses, earplugs, or tissues.   
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Here are some additional tips to help you while taking the book-referenced exam. These simple 
procedures will help you avoid marking the wrong answer when you know the right one. 

Listen To the Instructions  

Before you begin the exam, it is important that you read and/or listen to all instructions carefully. 
Ensure you know how to correctly fill out the answer sheet.  

Become Familiar With Your Test  

When you begin the multiple-choice written test, glance through it to acquaint yourself with the 
task ahead of you. By doing so, this can help you quickly identify questions by the source material 
and help maximize your allotted exam time. You do not have to go through the questions in the 
order you find them.   

Check The Time  

Check the time periodically throughout the exam so that you know how much time you have 
remaining. 

Do Not Spend Too Much Time on One Question  

If you have a difficult time with a question, make a note for yourself to come back to the question 
at a later time. You may come back with a fresh approach, and a question you had trouble with 
earlier may seem easy. 

Read Questions Thoroughly  

Read every question carefully before you attempt to answer it. This advice may sound too simple, 
but it is important. The main reason people miss questions when they know the material is that 
they do not read the question completely. 

Circle or Underline Key Words  

When you read a question, circle or underline key words that are important to the question stem. 
This approach will both help you focus on the critical aspects of what is being asked, as well as help 
you remember the important aspects of the question if you need to skip it and return to it later in 
the test session. 

Break a Sentence Up  

Sentences in a question can be long. If you do not understand the sentence, use slash marks to 
break it into smaller sections to better understand the sentence.  

Read All of the Answers Before Choosing One  

The most common answer people choose is option A, whether it is right or wrong. The reason is 
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that they think the first answer looks plausible, so they stop reading. Ensure that you are read all of 
the answer choices before making a selection. Even if option A looks like a good answer, one of the 
other answer choices may be better. When you read the alternatives, you may think of something 
you had missed at first. 

Use Process of Elimination  

If you are not sure of the correct answer, use the process of elimination. Eliminate answer choices 
that you know are definitely wrong. Then focus on selecting the best answer from the choices 
remaining.  

Do Not Read Something into the Question That is Not There  

When reading a question, assume that all the information you need is there to help guide your 
answer selection. Consider only what the question is asking by looking at the details, information, 
and facts to help you clarify any confusion. 

Answer Every Question  

There is no penalty for guessing. Even if you do not know the correct answer, you have a one in 
four chance of choosing the right one. If you can eliminate one or two of the alternatives, your 
chances are even better! 

Fill Out your Answer Sheet Correctly  

In marking the answer sheet, be sure to fill in the blank that corresponds to the answer you have 
chosen. If you skip a question, make sure you skip to the right space on the answer sheet. If you 
mark the wrong answer and want to change it, erase your first mark completely. Remember to 
mark only one answer for each question. 

Use Your Time Wisely  

If you finish early, use the remaining time to answer questions you skipped, re-evaluate questions 
you were unsure of, and check to ensure that you filled out your answer sheet correctly. 

When taking your test, do not compromise your chances of success by trying to follow test-taking 
tips you may have found online as they may be unreliable or do not pertain to this promotional 
process.  
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Assessment Center Overview 
*All of the information included in this section is general information regarding assessment centers. 
Your assessment center may differ in some regard. 

OVERVIEW 

What is an Assessment Center? 

An assessment center is a comprehensive, multi-faceted evaluation process designed to measure 
your ability to perform the essential functions of the position you are applying for. Unlike traditional 
tests that focus solely on knowledge or academic understanding, an assessment center uses a 
variety of realistic job simulations to evaluate how well you can apply your skills, knowledge, and 
abilities in practical, real-world scenarios that mirror the actual challenges you may face in the role 
you are applying for. 
 
Key Features of an Assessment Center 

1. Simulation-Based Evaluation 
An assessment center typically consists of multiple exercises that replicate realistic situations 
you may encounter on the job. These exercises are carefully designed based on a thorough 
study of the role, which includes identifying the most important and frequently performed 
job tasks. Throughout an assessment center, candidates are given the opportunity to actively 
demonstrate their capabilities by performing tasks, making decisions, and solving problems 
as if they were already in the role they are applying for. 
 
Each exercise simulates different aspects of the job, allowing candidates to showcase various 
skills required in the target role. These simulations might include tactical decision-making 
exercises, presentations, structured interviews addressing operational challenges, in-basket 
exercises, or other job-relevant scenarios. The exercises are designed to elicit observable 
behaviors that directly relate to successful job performance. 

 
2. Multiple Trained Assessors 

A candidate’s performance throughout an assessment center is observed and evaluated by a 
panel of trained assessors. These assessors are experienced professionals who understand 
the demands and responsibilities of the position. They receive extensive training on the 
specific exercises, rating methods, and evaluation criteria before the assessment begins. 
 

5. 
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Having multiple assessors (rather than just one) is a critical feature of the assessment center 
method. This approach helps ensure fairness and reduces the potential for individual bias. 
Each assessor observes the candidate’s performance and records specific behaviors and 
responses they observe. They then use standardized rating criteria to evaluate the 
candidate’s performance, comparing what they observed against the predetermined 
performance guidelines. This systematic approach ensures that all candidates are evaluated 
using the same standards. 
 
An assessment center is designed so that assessors’ ratings are based on what they actually 
observe during a candidate’s performance, not on assumptions, personal preferences, or 
subjective impressions. This behavioral observation approach makes assessment centers one 
of the most objective and defensible selection methods available. 

 
3. Competency-Based Assessment 

Assessment centers evaluate specific job-related competencies (also called “dimensions”) 
that have been identified as critical for success in the position either through research 
and/or job analysis. These competencies represent the knowledge, skills, abilities, and other 
characteristics (KSAOs) that distinguish effective job performance from less effective job 
performance. Unlike a written test that primarily measures knowledge, assessment centers 
evaluate candidates’ ability to apply that knowledge in realistic contexts. It measures not just 
what candidates know, but how effectively they apply that knowledge.  

 
4. Designed to Predict  

Assessment centers are grounded in decades of research demonstrating that it is among the 
most valid and reliable predictors of future job performance. By observing how candidates 
handle realistic job scenarios under controlled conditions, assessors can make informed 
predictions about how those candidates will perform if selected for the target position, 
known as predictive validity. This predictive validity exists because the exercises are 
specifically designed to: 
 

● Simulate the actual complexity and challenges of the job 

● Require candidates to demonstrate the same competencies needed for success in the 
role 

● Create conditions that allow multiple samples of behavior to be observed across 
different situations 

● Use standardized evaluation methods that have been validated against actual job 
performance/requirements 

The assessment process also allows for the systematic viewing and scoring of behavior, 
ensuring that results are fair, job-related, and legally defensible. All candidates complete the 
same exercises and are evaluated using the same criteria, which means everyone has an 
equal opportunity to demonstrate their qualifications in a consistent and fair manner. 
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SCORING 

Understanding Assessment Dimensions 

The assessment center is designed to measure your proficiency on specific job-related dimensions. 
These dimensions represent the KSAOs that have been identified through systematic research and 
job analysis as critical for success in the rank. A job analysis is a structured process where subject 
matter experts identify the most important tasks, responsibilities, and requirements of the position. 
Through surveys, interviews, and job observations with these experts, we determine which KSAOs 
distinguish effective performers from less effective ones. 
 
Assessment Dimensions Measured 

The following dimensions may be evaluated during your assessment center. Not every dimension is 
measured in every exercise; rather, each exercise is designed to elicit behaviors related to specific 
dimensions that are most appropriate to that type of activity. 

• Leadership Qualities 
• Performance Management and Supervisory Skill 
• Handling Personnel Problems/Disciplinary Situations 
• Customer/Public Relations 
• Communication Skills 
• Analysis and Planning  
• Professional Knowledge 

 
Scoring Process 

The assessment center uses a rigorous and standardized scoring process to ensure fairness and 
consistency across all candidates. Below are key features of that scoring process. 
 

1. Multiple Trained Assessors 
Candidate performance is evaluated by a panel of trained assessors who have extensive 
experience at or above the target rank. Prior to the assessment center, these assessors 
participate in comprehensive training that covers: 

● The requirements and responsibilities of the target rank  

● The specific exercises and dimensions being measured 

● The rating scales and scoring procedures 

● Strategies to recognize and minimize bias 
 
This training ensures that all assessors use the same standards and evaluation methods 
when observing all candidate performance. 
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2. Behavioral Observation and Rating 

During each exercise, assessors carefully observe candidates’ responses. After the exercise 
concludes, assessors as a group evaluate the performance of a candidate. Assessors use 
anchored rating scales, which means they compare what you said against predetermined 
scoring indicators that describe what desirable responses are for each rating scale. This 
approach ensures that ratings are based on objective behavioral evidence rather than 
subjective impressions or personal preferences. 

 
3. Consensus 

NTN utilizes a consensus scoring approach. Consensus scoring is a collaborative evaluation 
process where multiple assessors discuss their observations and ratings of a candidate’s 
performance before arriving at a final score for each rating scale. Rather than simply 
averaging individual assessor ratings, consensus scoring involves assessors meeting together 
to share the specifics of what they heard and observed, discuss their preliminary ratings, and 
come to an agreement on a final score that accurately reflects the candidate's demonstrated 
performance. 

 
Why is Consensus Scoring Important? 

● Increases Rating Accuracy - Multiple observers are better than one. Each assessor 
may notice different aspects of a candidate’s performance. By pooling their 
observations, assessors create a more complete picture of what the candidate did.  

● Reduces Individual Bias - Every person has unconscious biases and preferences. 
When assessors must justify their ratings to colleagues using specific behavioral 
evidence, it becomes much harder for individual bias to influence scores. If an 
assessor’s rating isn't supported by observable behaviors, the consensus process will 
reveal this through discussion. 

● Ensures Consistent Standards - Through discussion, assessors calibrate their 
understanding of the rating scales and ensure they’re applying the same standards 
across all candidates. If one assessor is rating more strictly or leniently than others, 
the consensus process helps bring ratings into alignment with the group standard. 

● Provides Quality Control - The consensus process serves as a built-in quality control 
mechanism. Assessors must support their ratings with specific behavioral evidence. If 
an assessor struggles to articulate what behaviors led to a particular rating, this 
signals that the rating may need reconsideration. 

 
What Consensus Scoring is NOT 
It's important to understand what consensus scoring does not mean. Consensus is not a 
compromise where assessors “split the difference” between high and low ratings; rather, it 
means finding the rating that best fits the evidence. It's also not groupthink—assessors are 
trained to voice disagreements and discuss them thoroughly, with consensus emerging from 
evidence-based discussion rather than pressure to conform. Finally, consensus is not 
averaging scores. For example, a consensus score of 5 doesn't necessarily come from one 
assessor rating a 4 and another rating a 6. Instead, it comes from assessors agreeing that the 



 
 
 

Copyright © 2026 National Testing Network, Inc.  20 

observed behaviors best match the behavioral anchors for a rating of 5. 
 

4. Ensuring Job-Relatedness and Fairness 
Every aspect of the assessment center, from the dimensions being measured to the exercises 
being used to the scoring procedures employed, is carefully designed by NTN to be job-
related and fair: 

● Role Foundation: The dimensions and exercises are based on systematic analysis of 
the actual job duties and requirements identified by subject matter experts. 

● Standardization: All candidates experience the same exercises, receive the same 
instructions, and are evaluated using the same criteria. 

● Multiple Assessors: Using multiple trained assessors rather than a single evaluator 
reduces the potential for individual bias. 

● Behavioral Focus: Assessors evaluate what you actually do and say, not assumptions 
about your potential or subjective impressions. 

● Professional Development: The assessment center process is designed and 
administered by professionals with expertise in personnel assessment and validation. 

 
This comprehensive approach ensures that the assessment center is not only fair and legally 
defensible, but also provides valuable information about each candidate’s readiness for promotion. 
 
Rating Scale 

Below is the rating scale that will be used during the assessment center. 
 

100% - Excellent 
95% 
90%  -  Very Good 
85% 
80%  -  Good 
75% 
70%  -  Acceptable 
65% 
60%  -  Needs Improvement 
55% 
50%  -  Poor 
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Assessment Center Administration 
TEST DATES, TIMES, AND LOCATIONS 

Test Component Date Time Location 

Writing Exercise June 15, 
2026 

To be determined. 
Civil Service 
Commission will 
provide this at a 
later date. 

Wellington E. Webb Municipal 
Office Building 

201 W Colfax Ave 

Denver, CO 80202 

Civil Service Commission Office 
(1st Floor) 

Assessment 
Center (Critical 
Incident and In 
Basket) 

June 22 - 26, 
2026 

 

Candidates will 
receive individual 
report times. 

Wellington E. Webb Municipal 
Office Building 

201 W Colfax Ave 

Denver, CO 80202 

Civil Service Commission Office 
(1st Floor) 

 

CHECK IN AND REGISTRATION 

When to Arrive 

Please arrive at the report time provided to you by the Civil Service Commission. Candidates who 
arrive after their designated check in time and do not attempt to contact the Civil Service 
Commission at 720-913-3370 may be considered a “No Show” and may be disqualified from the 
testing process absent extenuating circumstances. If you have any questions or concerns regarding 
your arrival time or if an emergency arises, please contact the Civil Service Commission 
immediately. The department will make final decisions on late arrival on a case-by-case basis 
considering the circumstances. 

6. 
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Testing Duration 

Candidates should plan to be onsite for the assessment center administration for approximately 2 
hours for each testing session. 

What to Bring 

● Bring identification; either your department ID or government issued ID 

● Water bottle  

● You may bring a stopwatch or a watch that does not have internet capabilities 
 

Registration Process 

Upon your arrival, proceed to the registration desk. During registration you will:  

5. show your ID (government issued ID or Department ID); 

6. sign the promotional process sign-in sheet; 

7. sign the Test Security and Confidentiality Agreement; 

8. confirm that you do not have any prohibited items (see the section on Exam Security); and  

9. receive a candidate ID badge. 

ADMINISTRATION 

Candidates will be informed of the order in which they are completing the exercises upon arrival to 
the assessment center.  

TESTING ROOM SETUP 

Each testing room will be set up with a table and chair for the candidate that will face the panel’s 
tables and chairs where the assessors are seated. Below is an example diagram.  

 

 

 

 

 
 

CHECK OUT 

Upon completion of all of your assessment center exercises you will:  

● Return any remaining test materials to the exam proctors; 

● Turn in your candidate ID badge; and 

Assessor Seat 

Candidate Seat 

Candidate 
Table 

Assessor 
Table  

Assessor Seat 
  

Assessor Seat 
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● Sign out (if required) 

 

ASSESSMENT CENTER ASSESSORS 

The assessment center assessors will be seasoned fire service members recruited from external 
agencies to ensure objectivity and fairness. All assessors hold the rank for which candidates are 
testing or higher. Prior to the assessment center, all assessors will complete comprehensive 
training facilitated by NTN staff, which includes scoring procedures, review of evaluation criteria, 
and bias training to ensure consistency and reliability across all candidate evaluations. During the 
assessment center administration, the candidate will be evaluated by groups of 2 or more 
assessors. 

SCORING 

Following the completion of all assessment components:  
• Scores will be calculated and verified according to department procedures  
• Results will be communicated to candidates by the Civil Service Commission 
• Questions about scoring or results should be directed to CSCinfo@denvergov.org 

 
The department reserves the right to extend timeline for results if additional verification or review is 
needed. 
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Assessment Center Exercises 
*All of the information included in this section is subject to change, including but not limited to 
exercise format, timing, etc. All test-taking tips are suggestions only. Candidates are responsible for 
selecting preparation strategies that work best for them. All exercise examples are only examples, 
provided to give candidates a general picture of the exercise format. The example content will not 
be used during the assessment center. 

ASSESSMENT CENTER DIMENSIONS MEASURED 

The following dimensions may be evaluated during your assessment center exercises. Not every 
dimension is measured in every exercise; rather, each exercise is designed to elicit behaviors related 
to specific dimensions that are most appropriate to that type of activity. (Not every dimension may 
be evaluated.) The Description Overview is a brief description of what each dimension entails.  
 
Dimension Description Overview  

Leadership Qualities The knowledge, skill, and ability to make confident, well thought out 
decisions; demonstrate command presence; role model appropriate 
behavior, attitude, and ethics; maintain open communication up and 
down the chain of command; promote the department’s vision and 
mission. 

Performance 
Management and 
Supervisory Skill 

The knowledge, skill, and ability to assure work standards are met by 
personnel; develop personnel and unit; assure rules and regulations are 
enforced; ensure training is provided as needed for personnel. 

Handling Personnel 
Problems/Disciplinary 
Situations 

The knowledge, skill, and ability to resolve personnel problems effectively 
and fully; take proactive steps to prevent personnel problems; fair-
minded fact finding when handling personnel problems; follow proper 
procedures and minimize department liability in handling personnel 
problems. 

Customer/Public 
Relations 

The knowledge, skill, and ability to provide excellent customer service to 
internal and external customers; positively impact department external 
relations; engage in courteous and helpful interactions; respond and 
resolve issues proactively and in a timely manner; create a connection 
between the department and the community. 

Communication Skills The knowledge, skill, and ability to communicate professionally orally and 
in writing; consider the audience when interacting; communicate 

7. 
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effectively in one on one and in small groups. 
Analysis and Planning  The knowledge, skill, and ability to forecast and strategize effectively; 

identify resource needs; identify situations, issues, or patterns; 
coordinate and manage special projects; prepare reports. 

Professional 
Knowledge 

Knowledge of policies, procedures and guidelines of the organization and 
aspects of the professional field; understand current principles and 
practices of professional field, current supervisory techniques and 
principles, current organizational management techniques and principles; 
understand other agencies and outside resources. 

 
SCORING 
The assessor panel will observe and evaluate your responses using standardized rating criteria. 
Assessors will compare your performance against predetermined behavioral standards to ensure fair 
and consistent evaluation across all candidates.  
 
EXERCISES 
 
WRITING EXERCISE  

Purpose 

The Writing Exercise is designed to evaluate your ability to communicate effectively in written form. 
This exercise measures areas, such as your ability to express ideas concisely and effectively, organize 
information logically, communicate at an appropriate level for your audience, and use proper 
grammar, spelling, and punctuation. 

Exercise Format 

* At the time of the assessment center, you will be informed of the specific writing topic. 
 
At the time of the Writing Exercise administration, you will be presented with the prompt and specific 
instructions for completing the exercise. You will use a computer to compose and submit your written 
response. The computer will be loaded with a word processing program (such as Microsoft Word) to 
facilitate your work. You should approach this exercise as you would any important written 
communication in the workplace, with attention to both content and presentation. 

For this exercise, you will be given one hour to review the exercise instructions and complete your 
written response. Additional time will not be provided for any reason. It is the candidate’s 
responsibility to save their work often throughout the hour. 
 
Exercise Details (All of this information is subject to change.): 

● Response Time: 60 minutes  
● Response Length: 2 pages (formatting specifics will be provided the proctor on the test date) 
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Scoring  

Unlike the oral exercises, where you are observed in real-time, the Writing Exercise will be scored by 
a panel of trained assessors at a later time. The assessors will review your written response and 
evaluate it using standardized rating criteria. 

In addition to evaluating the content of your response, the Writing Exercise is designed to measure 
your written communication, which may include, but is not limited to: 

● Clarity and Conciseness – Expressing ideas in a clear, direct manner  

● Organization – Structuring your response logically with appropriate paragraphs, headings (if 
applicable), and a coherent flow of information 

● Appropriate Tone and Audience Awareness – Writing at a level suitable for your intended 
audience (supervisors, subordinates, etc.) 

● Grammar, Spelling, and Punctuation – Demonstrating professional-level writing mechanics 

● Completeness – Thoroughly addressing all aspects of the scenario and following all 
instructions provided 

Test Taking Tips 

● Read all instructions carefully and ensure you understand what is being asked before you 
begin writing. 

● Complete this exercise as if you are in the role you are testing for. 

● Re-read your document to ensure that it is easy to read and there are no errors. 

● Use spell check. 

● Explain words or acronyms that the assessors may not understand.  

● Focus both on the content of the document and on your grammar, punctuation, and 
spelling. 

● Monitor your time during the exercise. 

● Write in a professional tone appropriate for the workplace.  

● If there are document length or formatting requirements, ensure you adhere to them. 

Example Exercise 
 
PRACTICE EXERCISE DISCLAIMER: This sample exercise is provided solely to familiarize you with 
the general exercise format and is not representative of actual assessment content. Actual 
exercises will differ significantly in content, complexity, timing, scenario details, and specific 
instructions. Performance on practice materials does not predict or guarantee performance on 
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actual assessment exercises. These materials are confidential and proprietary—unauthorized 
sharing, reproduction, or distribution is prohibited and may result in disqualification.  
 
Instructions 
 
You will now complete the Writing Exercise. You have 60 minutes to read these instructions and write 
your response to the prompt provided below. Your response will be evaluated by a panel of assessors 
based on both the content of your response as well as your written communication ability.  
 
Your response must be submitted as a Word document (.doc or .docx file). Save your document to 
the desktop using your candidate ID as the file name. Type your candidate ID at the top of each page 
and use your candidate ID instead of your name throughout the exercise. There are no word, page 
length, or font requirements. However, we encourage you to focus on quality over quantity. Ensure 
your formatting is consistent throughout the document. The panel will evaluate you on your 
professionalism, spelling, grammar, and the readability of your document when evaluating your 
response. 
 
You may take notes and write on this instruction sheet; however, only your typed response will be 
evaluated. Your handwritten notes will not be scored. It is your responsibility to monitor your time 
throughout the exercise. Remember to save your work frequently as you make progress. Additional 
time will not be allotted for user errors. Once the 60-minute exercise period ends, no further changes 
will be permitted. 
 
Note: You are not allowed to use any outside materials to complete this exercise, including generative 
A.I. (artificial intelligence) to develop content. The tools provided with Microsoft Word (excluding 
Microsoft Copilot integration) are the only tools permitted to be used. 
 
Prompt 
 
The department is experiencing a rise in community feedback regarding professionalism by 
department members. The Chief has tasked you with developing a detailed memo outlining your 
approach to: a) accurately diagnosing the root causes of the perceived professionalism issues, and b) 
creating a practical, measurable plan to improve departmental professionalism and rebuild 
community confidence. 
 

CRITICAL INCIDENT EXERCISE 

Purpose 

The Critical Incident Exercise is designed to evaluate your ability to effectively manage complex and 
dynamic law enforcement incidents. It assesses areas such as your tactical decision-making skills, 
command presence, knowledge of departmental policies and procedures, ability to prioritize actions 
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under pressure, capacity to adapt to changing circumstances, etc.  

Example scenarios may include, but are not limited to, active shooters, domestic disturbances, foot 
pursuits, vehicle pursuits, missing children, barricaded subjects, mass protests, armed robberies in 
progress, officer-involved shootings, or other complex law enforcement situations. You will be 
informed of your specific incident during the assessment center administration. 

Exercise Format 

*At the time of the assessment center, you will be informed of the specific scenario. 

In this exercise, the assessor panel will present you with a critical incident scenario that you may 
encounter as a supervisor. You will be asked to verbally present how you would handle the scenario 
as the incident commander at the rank being evaluated. Aspects of your response may include your 
situation assessment, strategic approach, tactical priorities, resource deployment, safety 
considerations, and any other relevant command decisions. Each update/contingency will add 
complexity to the situation, allowing you to demonstrate your ability to adapt your tactics and 
reassess priorities as conditions change. 

The exercise is designed to simulate the dynamic nature of real critical incidents. The exercise will 
consist of the following parts: 

● Preparation Period: This exercise does not have a preparation period. 

● Response Period: Once you go before the assessor panel to begin the exercise, the assessors 
will provide you with scenario information and then ask you to give your response. The 
response period will be broken up into the following sections.  

o Initial Scenario: You will be provided with the initial details of the incident and asked 
how you would handle the situation.  

o First Update/Contingency: You will then be provided with an update to the incident. 
You will then be asked how you would respond based on the update.  

o Second Update/Contingency: You will then be provided with a second update to the 
incident. You will then be asked how you would respond based on the update.  

o Incident Conclusion: You will then be asked a question regarding the incident wrap 
up/conclusion.  

 

Exercise Details (All of this information is subject to change.): 

● Number of Exercise Response Parts: 4 
● Response Time: 3-4 minutes (exact times will be provided in the candidate handout) 
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Test Taking Tips 
● Display your knowledge of department policy, protocol, and legal requirements throughout 

your response.  

● Verbalize your situation assessment, including threats, hazards, resources needed, and 
tactical priorities, as if you are in the role you are testing for. 

● Be specific about resource deployment—identify which units or personnel you are assigning 
and what tasks they should perform.  

● Address safety considerations for officers, civilians, and suspects as appropriate.  

● Be sure to manage your time appropriately during each response. Monitor the time and 
pace yourself accordingly.  

● Speak confidently and maintain command presence as you respond to the scenario. Project 
the demeanor of a commander managing a real incident.  

● Adapt your response appropriately when new information or contingencies are presented. 
Demonstrate flexibility in your tactical approach.  

● Consider establishing command structure elements (staging areas, perimeter, command 
post, etc.) as appropriate for the incident.  

● Think about both immediate tactical needs and longer-term incident management 
considerations.  

● Consider the need for specialized resources or mutual aid and request them when 
appropriate. 

 
Example Critical Incident Exercise 
 
PRACTICE EXERCISE DISCLAIMER: This sample exercise is provided solely to familiarize you with the general exercise 
format and is not representative of actual assessment content. Actual exercises will differ significantly in content, 
complexity, timing, scenario details, and specific instructions. Performance on practice materials does not predict or 
guarantee performance on actual assessment exercises. These materials are confidential and proprietary—
unauthorized sharing, reproduction, or distribution is prohibited and may result in disqualification.  
 
Instructions 
 
You will now complete the critical incident exercise. This incident will evolve in stages. After you 
respond to the initial scenario, the panel will then provide you with a series of updates to the scenario. 
You will be prompted by the panel to respond to each update. Each response period will be timed. If 
you finish your response before the time is up, inform the panel that you are done and ready for the 
next update.  
 
Initial Scenario 
Assume it is Tuesday at 1345 hours, and you are the only on-duty patrol supervisor in your District. 
Dispatch receives multiple 911 calls reporting an active shooter at Westview Community College. 
Initial reports indicate that multiple shots have been fired in the arts building and that there are 
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potentially multiple victims. The suspect’s description is currently unclear. Campus is currently in 
session with approximately 1,200 students and 150 staff present. What actions would you take in 
response to this information? 
 
Incident Update #1 
You have now arrived on scene. Campus security guards have reported at least three confirmed 
casualties. The suspect has now barricaded himself in a classroom with 30 students. Witnesses 
suggest the suspect may be a current student. What actions would you take in response to this 
information? 
 
Incident Update #2 
One of the barricaded students escapes and tells an officer that the gunman is a prior student who 
was recently expelled from the college for plagiarism. The teacher who caught him plagiarizing is in 
the room, and the student keeps pointing the gun at the teacher and yelling about how he ruined 
his life.  What actions would you take in response to this information? 
 
Incident Conclusion 
The suspect has now let all the hostages leave the classroom. The suspect has exited the classroom 
and has been taken into custody without further incident by officers.  What actions would you take 
to wrap up this incident? 
 
IN-BASKET 

Purpose 
 
The In-Basket Exercise is designed to evaluate your ability to prioritize, organize, and respond to 
multiple demands. This exercise simulates the realistic challenge of managing various correspondence 
and requests that require your attention, demonstrating how you set priorities, delegate tasks, make 
decisions, and communicate action plans under time constraints.  
 
Exercise Format 

* At the time of the assessment center, you will be informed of the specific scenario. 
 

For this exercise, you will be asked to prepare and deliver a response regarding the actions you would 
take for each in-basket item. You will be provided with a set number of correspondence items, which 
may include emails, voicemails, memoranda, reports, and other communications that a supervisor or 
manager would typically encounter. These items may address personnel concerns, administrative 
inquiries, scheduling requests, policy matters, community issues, incident reports, and other job-
related situations. 

The exercise will consist of the following parts: 

● Preparation Period: Prior to going before the assessor panel, you will be given a preparation 
period to review the in-basket items and exercise instructions, as well as to prepare your 
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response to each item. During this time, you should analyze each item, determine its priority 
level, and decide on appropriate actions. Any notes you take during the preparation period 
may be taken with you into the panel room, along with the exercise instructions and the in-
basket items.  

● Response Period: Following your preparation period, you will be taken before the panel, 
where you will be given a set amount of time to orally present your response to the in-
basket items. 

Exercise Details (All of this information is subject to change.) : 

● Number of In-Basket Items: 8 items 
● Preparation Time: 30 minutes 
● Response Time: 15 minutes  

 
Test Taking Tips 

● It is important to monitor your time while both preparing for the in-basket exercise, as well 
as when presenting your oral response to the panel. 

● Be specific in your responses to each item. 

● Ensure your responses are clear and concise but cover all important information. 

● Speak loudly and clearly enough for the panel to hear and understand you. 

● Be sure to address ALL of the in-basket items. 

● Consider both the short- and long-term impact of each in-basket item. 

● Discuss the priority level of items (low, medium, high) and explain your rationale for the 
prioritization. 

● Verbalize your response as if you are in the role you are testing for. 

● Describe the actions you would take for each in-basket item and why. 

● Identify any individuals, work units, or other agencies you would communicate with to 
address each in-basket item. 

● Present items in a logical order that demonstrates your organizational skills. 

● If items are related or connected, you may address them together and note the 
relationship. 

● Focus on realistic, practical actions rather than theoretical discussions. 

Example Exercise 
 
PRACTICE EXERCISE DISCLAIMER: This sample exercise is provided solely to familiarize you with 
the general exercise format and is not representative of actual assessment content. Actual 
exercises will differ significantly in content, complexity, timing, scenario details, and specific 
instructions. Performance on practice materials does not predict or guarantee performance on 
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actual assessment exercises. These materials are confidential and proprietary—unauthorized 
sharing, reproduction, or distribution is prohibited and may result in disqualification.  
 
Instructions and Scenario 
 
You will now complete the in-basket exercise. You have time to read these instructions, review the 
in-basket items, and prepare your oral response. Once time is up, the proctor will escort you to the 
assessor panel, where you will have a set amount of time to deliver your oral response.  
 
You may take these instructions, the items, and any notes you make with you when you go before 
the assessor panel. However, you will be evaluated solely on the oral response you provide to the 
assessor panel. Your notes will not be read or scored. 
 

Scenario: 

You started your shift at 0700 hours and found some correspondence items awaiting your 
attention. You must leave for a required staff meeting, which begins at 0800 hours, and you will 
not be back at your office until 1400 hours. During the staff meeting, you will be unable to attend 
to any work duties.  

The date for the in-basket items is Monday, April 15th. Your immediate supervisor is Grace Shelton. 
Assume that you will be available to continue your work tomorrow and on future days. 

 
Formulating Your Oral Response 
In the in-basket exercise, you are always referred to as “Supervisor (You)”. Use role character names 
when presenting your response to the panel. When delivering your response to the panel, provide 
the following information for each in-basket item:  
 
• Item Number – Always indicate the number of the in-basket item you are referring to. Without this 
number, the assessors will not know which in-basket item you are talking about. The number is 
located on the top, right-hand corner of each item. 
• Describe Your Actions – Describe the actions you would take for each in-basket item and why. 
Indicate what issues are presented by the content of each item and what, as a supervisor, 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 your plan. The assessors are 
interested in your thought process. 
• Identify Relevant Parties – Identify any individuals or work units, both internal and external to the 
department, as well as any other agencies/organizations with whom you would communicate to 
address each in-basket item (i.e., who would you email, call/notify, have a face-to-face conversation 
with, etc.). 
• Assign a Priority Level – Indicate the priority level of each item (i.e., when you would respond to 
the item). Use the following priority levels:  

High Priority – High priority items are those that must be addressed immediately. You may not have 
time to completely resolve the issue in the time before you leave for the staff meeting, but at least 
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some action needs to be taken immediately upon receipt. High priority items are time-sensitive, 
have a high impact on organizational functioning, and/or may have serious consequences if action 
is delayed. For high priority items, specify which actions you would take before leaving for the 
staff meeting and which actions you would take upon returning. 

Medium Priority – Medium priority items are those you would address when you return from the 
meeting. These are important items that should be dealt with today, but you do not need to 
address them immediately. 

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

 
Example Item 

EMAIL 
From:   Chief John Smith 
Received:   4/15, 7:00 AM  
To:    Supervisor (You)  
Subject:   Performance Evaluations 
 
Supervisor (You),   
I wanted to let you know that all employee performance evaluations were supposed to be completed and 
submitted on 4/14. You still have two employees who do not have evaluations submitted. Please complete 
those ASAP.  
 
Thank you, 
Chief Smith 
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Assessment Center Preparation 
*Disclaimer: The preparation strategies below are suggestions only. Candidates are responsible for 
determining which preparation strategies and tips are appropriate for them. 

Although you may be able to do well without preparing, you can always do better with preparation. 
Remember, you are competing against others who are also qualified candidates, so you need to do 
your best to stand out as excellent. The more prepared you are, the more relaxed and confident 
you will be.  

The information below is meant to be a brief, general overview to help you prepare for the 
assessment center. There are many other resources available, including books, classes, and online 
resources, should you choose to use them. However, please note that NTN does not have any 
affiliations with any test preparation companies.  

An assessment center is like an emergency response: you never know precisely what the demands 
will be. However, the more you have practiced what you can, the easier it is to improvise and 
adapt. You will have to demonstrate flexibility and on-the-spot thinking, so working to develop 
these skills in advance will improve your performance at the assessment center. You can develop 
these skills by studying this handout learning as much as you can about the job, and thinking about 
how you would handle management challenges like those you have seen during your employment. 

PREPARATION STRATEGIES 

Understand the Job 

● Understanding the job itself is an 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. 

● Familiarize yourself with the roles and responsibilities of the promotional position. This can 
be done through speaking with individuals currently in the role or reviewing the role’s job 
description. 

● Expand your understanding of management issues and solutions through methods such as 
studying, seeking mentors, and/or reading a management or leadership book. 

Study Your Department Materials 

● Review your internal departmental manuals, policies, and procedures. This will help you 
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understand the proper way to respond to various situations that may be integrated into the 
assessment center. 

● If your assessment center consists of a tactical or critical incident, ensure you review your 
agency’s policies and procedures regarding incident management/command. 

● Research important “hot topics” within your department. Researching topics that could be 
the basis for hypothetical problems or meetings will help you give well-informed and 
structured responses. 

Brainstorm and Practice 

● Ask yourself management related questions such as: How will I handle problematic 
situations in this role? How will I manage and lead my subordinates? How will I 
communicate information to others? What do I know about important issues related to the 
department and community? 

● Practice listening to someone read questions with multiple parts, taking a few notes about 
the questions being asked, and then answering all parts of the questions. 

● Practice giving presentations on various scenarios to members of your study group, or to 
your friends and family.  

● Practice responding to questions in front of a mirror or video recording yourself so you are 
better able to evaluate and improve your presentation skills. 

Study Methods 

● Study Group Method: Form a study group with other candidates. Share information and 
review materials together. This allows you to pool knowledge and learn from others’ 
perspectives. 

● Individual Study Method: Create your own study guide by reviewing departmental 
materials, policies, and best practices. Continuously review and revise your study guide in 
the weeks before the assessment. 

TEST TAKING TIPS  

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 
supervisor’s demeanor. 

Show that you can communicate openly with others. Answer questions directly and be sure to use 
eye contact. Do not self-deprecate or apologize for your answers. 



 
 
 

Copyright © 2026 National Testing Network, Inc.  36 

Do Not Pretend 

Represent yourself honestly and do not try to fake it. Do not spin your experience to sound like 
something it is not. Use vocabulary that you are comfortable with to not create doubt regarding 
your credibility and integrity. It is easy for panelists to identify candidates who have memorized 
answers to questions that they do not really understand or believe. 

Think Aloud 

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

Imagine Yourself in the Panel’s Place 

Be friendly and respectful to the panel; they are trying to do a good job, just like you. Do not act 
offended or defensive if they ask for information that you think they should already know. This is 
your chance to show how gracious you are in public situations and how easy you will be to work 
with. 

Do Not Read Verbatim From Notes 

If you are given the chance to prepare before an exercise and are able to write notes, do not read 
from your notes verbatim when presenting in front of the assessors. 

Do Not Make Assumptions 

The panelists are considering large amounts of complex information about many candidates. Do 
not assume anyone has memorized or knows anything about you. Directly convey all information 
you think the panel would find valuable in understanding who you are as a candidate.  

Be Concise in Your Communication 

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

Relax as Much as You Can 

Be sure to get rest and a good night’s sleep before your assessment. During the assessment center, 
try to maintain physical relaxation and use appropriate gestures while communicating. Remember 
it is okay to smile and do not feel that you have to fill every silence. At the end of the exercise, 
thank the panel for their time. 

Do Your Best 

Remember, representing yourself honestly and doing your best are most important.  
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FAQ 
Has the reading list been narrowed down? Should candidates study the full original reading list or 
only the materials in the candidate handout provided at orientation? 

The list has been narrowed. The candidate handout provided at orientation reflects the materials 
that subject matter experts (SMEs) identified as highly likely to be tested. The exam will not include 
any content outside of that narrowed list. Candidates should focus their exam preparation on the 
updated narrowed list, while recognizing that the broader list remains relevant background 
knowledge for performing the Lieutenant role. 

Why was a narrowed reading list released after candidates had already been studying the broader 
list? 

The goal of releasing the narrowed list is to give all candidates better tools to prepare for the 
multiple-choice exam. In past promotional cycles, candidates studied extensive material only to be 
tested on a much smaller subset — a recurring concern raised after exams. This time, Civil Service 
worked with the SMEs and the vendor to identify the most important areas and release that 
guidance closer to the exam date rather than waiting for post-exam feedback. No new content was 
added to the list; material was only removed from the broad list. 

If a question on the written exam covers material removed from the narrowed reading list, can 
candidates protest it? 

Yes. Candidates can protest a question that covers material removed from the narrowed list. The 
established exam protest process is the appropriate avenue for raising such a concern. 

How will I know when to begin my response during the assessment center? 

The assessors will read a script to you that informs you of when you may begin each response and 
how much time will be allotted for each response period. If you are to begin your response right 
when you enter the room, you will be informed of this at the assessment center. 

What if I do not finish in the allotted time? 

The assessors will stop you at the end of your allotted time, regardless of where you are in your 
response. This is to ensure consistency for all candidates. 

Will there be a timer in the room? 

9. 
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Yes, assessors will have a timer in the room. You are welcome to request clarification on how much 
time you have remaining at any time during the exercise. You may also bring a watch (without 
internet capabilities), a timer or a stopwatch into the room with you. 

Do I have to use the entire allotted time for each response? 

No, you do not. Just ensure you answer the question or prompt in its entirety.  

What if I am done with my response before the allotted time expires? 

Inform the assessors that you are done with your response. If there are additional questions, they 
will move on to the next question. If there are no additional questions, the assessors will excuse you 
from the panel room.  

Can I ask clarifying questions to assessors or proctors? 

You are always welcome to ask clarifying questions. Although proctors or assessors may not always 
be able to provide answers due to certain limitations, it's better to ask than to remain uncertain. 
Most often, assessors and proctors can provide clarification on administrative questions.  

What should I do when I am done with my exercise? 

The panel will dismiss you from the room when you have completed the exercise. A proctor will 
meet you and provide further instructions at that time.  

Can I sit or stand while presenting to the assessor panel? 

You are welcome to do either, unless specifically stated otherwise. You will not be graded on 
whether you chose to sit or stand. 

Will the notes I make during the preparation time be graded? 

No! Your preparation notes will not be graded unless otherwise stated in the preparation 
instructions. 

Can I bring a water bottle? 

Yes! Many individuals like to have access to water during the promotional process. 

 

If you have any questions throughout the process, please contact the Denver Civil 
Service Commission. 

 

Good luck to you in the promotional process! 
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