
M E M O R A N D U M 

To: C.I.F.A. Members and Attendees

From: Elizabeth Reed, Assistant Executive Director 

Date: January 10, 2020  

Subject: CIFA Meeting Minutes  

The following is a summary of the items discussed at the joint C.I.F.A. committee 
meeting on Friday, January 10, 2020, at 9:00 a.m.  Per the collective bargaining 
agreement between the City of Columbus and the Columbus Fire Fighters Union Local 
#67 (I.A.F.F.) (the Contract), Section 23.2, the development of certain administration 
policies and procedures will be discussed by a joint committee comprised of the Civil 
Service Commission (CSC), the Public Safety Department and the Union. This was the 
first of such meetings for the 2021 fire promotional exams to be administered late in 2020 
and in 2021. The following individuals were in attendance. 

Attendees: Christopher Blair, Fire Assistant Chief, Division of Fire 
C. Amy DeLong, CSC Executive Director, CSC
Jeremy Dulaney, Personnel Analyst II, CSC
Michael Federer, Office Assistant III, CSC
Jeffrey Geitter, I.A.F.F. (incoming CSC liaison)
Sheri Goodwin, Personnel Analyst II, CSC
Laura Hausman, Personnel Administrative Manager, CSC 
Elizabeth Reed, CSC Executive Assistant Director, CSC
Douglas Sarff, Department Human Resources Officer, Public Safety 
Steve Stein, I.A.F.F. President*
Mark Mattox, I.A.F.F. Representative

*S. Stein left the meeting at 9:30 a.m. before the discussion of test specific topics and
did not sign a security agreement.
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Topics of Discussion: 
 

I. Welcome and Introductions 
 
CIFA member introductions were made and exams to be discussed were noted as: 

• 2021 Fire Battalion Chief and 2021 Fire Deputy Chief  
• 2021 Fire Lieutenant and 2021 Fire Captain.  

 
While the application filing and testing may occur in 2020, the year designation of the exams is 
based upon the date the lists are to be established. The purpose of this meeting is to discuss 
issues before the upcoming exams, in an effort to work through and resolve foreseeable issues 
in advance. This meeting is intended to be the first of two C.I.F.A. meetings. 
 
Steve Stein, I.A.F.F. President is planning to participate in the testing process for 2021 Fire 
Lieutenant during this cycle. Therefore he will leave from meeting before any exam specifics 
being discussed.  
 
 

II. Security Agreements 
 
Security agreements were distributed, discussed, signed, and collected. It is understood that the 
security agreement is in place due to the confidential nature of the information being discussed 
today and that information regarding this meeting is to be maintained as confidential up until the 
meeting minutes are published. The estimated time frame to publish the minutes from today’s 
meeting is up to three weeks, approximately January 31, 2020. 
 
 

III. Verify Exam Contacts  
 
For the CSC, Laura Hausman is the Personnel Administrative Manager and will be the primary 
contact for all four exams. Jeremy Dulaney, a Personnel Analyst II, is the lead for the Fire 
Lieutenant and Fire Captain exams and Sheri Goodwin, a Personnel Analyst II, is the lead for 
the Fire Battalion Chief and Fire Deputy Chief exams. 
 
The I.A.F.F liaison is Battalion Chief Jeffrey Geitter. Steve Stein notes that all issues brought to 
the I.A.F.F.’s attention will need to be made in writing and emailed through J. Geitter. J. Geitter 
will be responsible for contacting those who need to be made aware. CSC noted that test 
content and keyed responses cannot be emailed, even after a test has been administered. The 
I.A.F.F consultant will again be The Aldridge Group (TAG). 
 
The Division of Fire representation will continue to be Fire Assistant Chief Christopher Blair. 
 
Doug Sarff represents the Department of Public Safety.  
 
 
  

2



IV. Job Analysis Status

The Fire Promotional Job Analyses are completed once every 8 years and were due in start in 
2019 to be completed in 2020. In 2019, the CSC collected survey data from job incumbents and 
supervisors. While the full analysis is not complete, the data suggest that the jobs are relatively 
the same. However, completion of the Job Analysis is required before moving forward with 
many aspects of the next cycle of fire promotional exams.  

CSC analysts will be conducting technical conferences all next week to review the survey 
results with incumbents and supervisors. CSC may need an additional week to complete the 
technical conferences. Once completed the reports will be finalized. 

*Noted at this time 9:35 a.m. in the discussion Steve Stein excused himself and is no longer part
of any of the discussion hereafter.

V. Reading Lists

The Division of Fire is working to provide source materials via a special link in Target Solutions. 
Once the source material has been placed in Target Solutions those materials will be the source 
of testing regardless of whether the information is outdated or not. Candidates will be made 
aware that the source material associated with the exam is the only source material to study 
and they should use the dedicated link to the sources in Target Solutions.  This plan will keep 
discrepancies of what to study to a minimum while providing one source in one place for 
candidates. Division of Fire personnel has access to Target solutions through a web portal that 
is accessible anywhere they can connect to the web. 

Additionally, one-page reading lists will be published to the CSC website per exam. No specific 
inclusions or exclusions will be noted. All the materials on the reading lists will be subject to 
testing for the designated ranks tested. 

VI. Notification of Potential Candidates

Before application filing, potential candidates will be notified via email to all Division users when 
important information is posted to the CSC’s website, this may include CIFA minutes, important 
dates, reading lists, and filing periods. Before each of the filing periods and during the filing 
periods, PA announcements should be made in the fire stations regarding the filing period. Fire 
Assistant Chief Blair will assist in the logistics of these notifications. 

I.A.F.F. requested that the test plans be posted to the CSC website once finalized. Although
CSC does not see an issue at the moment, CSC will discuss and respond during the next
C.I.F.A. meeting.

Test candidates who wish to request a test accommodation should do so during the application 
filing. As much as possible, approved test accommodations will be administered on the same 
day other candidates are taking the exam. Test accommodations are considered on a case-by-
case basis.  
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VII. Notifications to Candidates 
 
CSC will continue to use NEOGOV email notices for the distribution of admission notices, 
results, and other pertinent reminders or communication. I.A.F.F. noted that there has been an 
issue regarding the lack of a requirement for candidates to bring notices and Photo ID. They are 
concerned that candidates with the same name or similar names coming to a test without an 
admission notice with their assigned person-identification number may be given the wrong 
person-identification number at check-in. If this happens the resulting scores may be incorrectly 
assigned to the wrong candidate(s). The I.A.F.F. proposes that a photo ID and admission notice 
be required during the check-in process with no exception. Agreed upon that a valid driver’s 
license is required for phase one of the exam as part of the minimum qualification review and for 
remaining phases of the exam, a city ID is acceptable. CSC will consider the I.A.F.F’s request to 
require these as mandatory for entry to exams and provide a response during the next meeting. 
 
The NEOGOV software also can be used to send text messaging. CSC will use text messaging 
as a supplemental method of communication to candidates, however, texting will not take the 
place of admission notices. Texting may be used in case of a weather-related or another 
emergency that called for changing the time, location or canceling of an exam. This is a new 
feature and the software does require that the  be checked in the application requesting the 
opt-in for CSC text messaging.  
 
Additionally, CSC may use postcards mailed to candidates’ homes. This would allow candidates 
to bring a preprinted postcard to the test center or a print out of the emailed admission notice. 
 
Each exam will have a Frequently Asked Questions (FAQ) document posted to its CSC 
webpage. This will be maintained throughout the process and will have questions and answers 
added as they arise. Questions stemming from the information sessions will be merged into the 
FAQ document so that there is one source, per test, that provides both questions and answers 
fielded by CSC. This helps to ensure that CSC representatives provide the same consistent 
answers to candidate questions across the board and all candidates will have access to the 
same information. 
 

VIII. Subject Matter Experts (SMEs) 
 
CSC prefers the utilization of internal SMEs, however, understands external SMEs will be used 
for this exam cycle. CSC does request a one person point of contact for the external SMEs 
during the development process to provide accurate answers to questions posed by the external 
SMEs. CSC suggested Fire Chief O’Connor fill this role due to his extensive knowledge and his 
role as the Fire Chief. Public Safety will present this request to the director of public safety and 
provide feedback during the February meeting if not before. 
 
To better assist the SMEs in the nuances of the City of Columbus, CSC is requesting one or 
more representatives be present at the beginning of the SME training to explain the Columbus-
related details. The Division agreed to provide representatives. 
 
I.A.F.F. asks that as exam development begins that we ensure all questions align to the 
Standard Operating Procedures (SOP’s) for the City of Columbus and no keys be supported 
solely on SME judgment. CSC stated there is concern that doing so will limit the range of 
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dynamic scenarios that CSC will be able to utilize. And the tests will turn into memory tests 
rather than assessing the understanding of when and how to apply knowledge. It is also 
important to assess candidates’ ability to assess situations and apply judgment. The I.A.F.F.’s 
concern is that some districts and regional practices may be vastly different than the City of 
Columbus thus the SME judgment may not be accurate.  
 

IX. Fire Battalion Chief and Fire Deputy Chief 
 
CSC will continue to have written test exam start times of 10:00 a.m. to best accommodate fire 
personnel shift change.  
 
The Important Dates document was discussed, see the attached handout. I.A.F.F. suggests that 
Information Sessions be hosted on two separate weeks to better accommodate those with time 
off. CSC agreed to look into doing this as well as determine whether the information session can 
be video recorded and posted to the CSC website.  
 
There will be no Fire Battalion Chief and Fire Deputy Chief appeals.  
  
Exam Phases and Weighting will be as follows for the Fire Battalion Chief and Fire Deputy Chief 
exams: 
 

Phase 1 
Written Work Sample 

Phase 2 
Tactical Exercise 

Phase 3 
Oral Board 

25% 50% 25% 
 
I.A.F.F. asks that there be no changes to a candidate response after a candidate submits the 
test or after time is called. If the instructions state no double spacing, then once the pencils go 
down there can be no changes made to the exam. There needs to be transparency in the 
process.  
 
I.A.F.F. also requests a grading rubric for the written work sample (WWS). The scoring plan will 
be provided in the test plan and the scoring key will be in the test development materials. Both 
will be provided to TAG for review per the Contract. CSC will provide samples of how the written 
work sample is graded during the information sessions. There is some SME judgment regarding 
the technical aspect of the keyed responses. CSC agreed to look at other grading options that 
may include some or all grading completed by CSC analysts or will continue to use the external 
SMEs for grading. CSC will identify the grading plans in the test plan.  
 

X. Fire Captain and Lieutenant Exams 
 
CSC will continue to have written test exam start times of 10:00 a.m. to best accommodate fire 
personnel shift change.  
 
The Important Dates document was discussed, see the attached handout. The same suggestion 
noted for the Fire Battalion Chief and Fire Deputy Chief regarding the Information Sessions: 
I.A.F.F. suggests that Information Sessions be hosted on two separate weeks to better 
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accommodate those with time off. CSC agreed to look into doing this as well as determine 
whether the information session can be video recorded and posted to the CSC website.  

CSC is preparing to administer the Fire Lieutenant and Fire Captain multiple-choice exams and 
the Fire Lieutenant tactical phase at an offsite venue. The selected venue may require a fee for 
candidates to park. 

The oral board exams for Fire Captain and Fire Lieutenant will be conducted on separate weeks 
in 2021. This will allow CSC to better focus on one exam at a time. There will be out-of-state 
assessors here for each oral board. Rather than hosting 25 out-of-state assessors at one time, 
CSC will plan to host 13 assessors each week. 

CSC will continue to allow candidates to review their video recorded responses to the oral exam 
with a mentor who is in the rank being tested for or higher.  Candidates are encouraged to take 
advantage of this oral board video review. The video review times are by appointment only. 

Exam Phases and Weighting for Fire Captain: 

Phase I 
Written Work Sample 

Phase II 
Tactical Exercise 

Phase III 
Oral Board 

25% 50% 25% 

The Fire Captain exam will have a cut after multiple-choice. Candidates who pass the multiple-
choice phase will be invited to the tactical and oral board phases of the exam. 

The Fire Lieutenant multiple-choice and tactical will be given all in the same day. As a result of 
this change, there will not be a cut after the multiple-choice phase. Instead, there will be a cut 
that considers both the multiple-choice and tactical exam results. The cut from the combined 
scores will reduce the candidate pool to the number of candidates that can feasibly be tested in 
one-day of oral board exams (roughly 100). The one hurdle to be roughly the same amount of 
candidates as previously cut when there was a hurdle after each phase. Details relating to the 
weighting of the exam phases and how scores will be combined will be detailed in the test plan. 
CSC will plan to discuss this more during the next C.I.F.A. meeting. The schedule of important 
dates reflects this change. Any change from this model would require significant changes to the 
important dates for both Fire Lieutenant and Fire Captain. 

Appeals will be the three days immediately following the multiple-choice and tactical exams. 
Candidates will be limited to one session to submit appeals. Previously, candidates have used 
all three days of appeals, which gave them time to write test material down outside of the appeal 
room. This is considered by the CSC as a breach of test confidentiality. Due to federal 
requirements, the CSC may need to give military accommodations after a test has been 
administered to the other candidates. The test questions and keys being shared among 
candidates jeopardizes the CSC’s ability to give tests in which candidates are on a level playing 
field. Further, CSC contends that many of the concerns of cheating raised by the I.A.F.F. are as 
a result of candidates sharing information with others. Limiting the time for appeals and test 
review sessions will help to limit the leak of test materials. Further, the CSC will limit candidates’ 
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ability to come in and out of the appeal and test review rooms. More details will be provided in 
the test plans. 
 
Seniority points will be provided to the I.A.F.F. when tentative results for the three phases are 
released. Any corrections should be requested before the release of the final results.  
 
I.A.F.F. has a concern that there is no appeal after oral boards. Taking advantage of the oral 
board video review was offered as a feedback mechanism for improvement. Candidates are 
encouraged to bring a mentor in the rank being tested for or higher rank to the video review. 
The video review times are by appointment only.  
 

XI. New Timing Practices for Oral Boards 
 
Candidates will now have a large easy-to-read silent-sweep clock on a wall, easily viewable by 
candidates, in all the oral board suites. Additionally, a countdown timer will be on the table in 
front of the candidate. Monitors will start the timers counting down and will verify the accuracy 
with stopwatches. With this process no time warnings will be given, the candidates should rely 
on these timing devices to track their progress through their oral response. Instructions will be 
provided to the candidate indicating that any timer countdown malfunction is to be brought to the 
attention of the CSC monitor immediately.  
 

XII. New Communications for Technical Failures for Fire Captain Tactical Exam 
 
Room instructions are being developed so that candidates are made aware of the process for 
any type of technical failure. Instructions will be posted on each door, written in general 
instructions, and verbalized. It was suggested that the instructions be video recorded and 
incorporated into the exam itself so that each candidate would receive the same instructions 
regardless. CSC agreed with this idea.  
 

XIII. Any Additional Concerns or Comments from Union/Department/Division 
 

• I.A.F.F. asked that CSC monitor training be detail-oriented with improved instructions. 
CSC agreed. CSC will designate analysts assigned in the hall to address any concerns 
and that go-to person will be made known to the candidates. 

• I.A.F.F. stated that issues brought to the attention of the I.A.F.F. will be put in writing and 
emailed appropriately. CSC emphasized that test keys and exam questions regardless 
of where the test is in the process cannot be shared or emailed as they must remain 
confidential.  

• I.A.F.F. asked for an explanation of large differences between scores provided by 
assessors. CSC explained the process of training assessors.  The use of Behaviorally 
Anchored Rating Scales (BARS) requires assessors to listen to and note the responses 
of the candidate, then to compare the responses to the BARS, and to score each BAR 
scale independently. The assessors use judgment and match the responses to the 
BARS. When assessors assign scores with a difference of three or greater on a BAR 
scale discussion between the assessors is required. After discussion many assessors 
change their score, however, assessors are not mandated to change. Differences in how 
people interpret the same actions is why CSC brings in so many assessors. The CSC 
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contends that the assessors’ combined resulting score is a true score for the candidate 
responses. If all assessors scored identically, the CSC would only need one assessor 
per exercise. A CSC analyst observes the grading to ensure assessors are scoring per 
the training the assessors received. While it is rare that an assessor has not scored per 
the procedures, the CSC may sub-in an extra assessor if the issue with an assessor is 
discovered during training. In the past, when no additional assessors were available, the 
CSC analyst noted the problems that could not be remedied by training and coaching. 
The scores were analyzed and if the scores and reliability calculations confirmed the 
analyst’s notes, the CSC contacted the union’s test consultant and the assessor scores 
were removed. The inter-rater reliability of the assessors is usually above industry 
standards.  

 
XIV.  Next CIFA Meeting 

 
Scheduled for: 
Wednesday February 26 at 1:00 p.m.  
Civil Service Commission, Conference Room 230 
1111 East Broad Street Suite 201  
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CIFA
2021 Fire Promotional Exams CIFA Meeting Agenda 

Friday, January 10, 2020 

Agenda 

I. Welcome and Introductions
Purpose of Meeting

II. Security Agreements
a. Discuss nature of confidential information to be discussed
b. Discuss when information will be public

III. Job Analysis Status

IV. Reading Lists
a. Internal source materials posted through a special link in Target Solutions
b. One-page reading lists for each rank
c. No revision dates will be listed

V. Notification of Potential Candidates
a. When CIFA minutes are posted
b. When important dates and reading lists are posted
c. Prior to an during the filing periods
d. Potential for accommodations

VI. Notifications to Candidates
a. Email notices
b. Text messaging to supplement
c. Website updates with ‘Questions and Answers’ posted on Website

VII. Fire Battalion Chief and Fire Deputy Chief
a. Important Dates
b. Exam Phases and Weighting

VIII. Fire Captain and Lieutenant Exams
a. Important Dates
b. Exam Phases and Weighting
c. Appeals and Clerical Reviews

IX. New Timing Practices for Oral Boards

X. New Communications for Technical Failures for Captain Tactical

XI. Verify Exam Contacts

XII. Any Concerns from Union/Department/Division

XIII. Next CIFA Meeting (Proposed for the Week of February 24)

CIFA Minutes  
January 10, 2020
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CIFA Meeting Attending Members 
1111 East Broad Street Suite 201 

CSC Conference Room 230 

Columbus Ohio 43205 

01/10/2020 

Response 

None 

Accepted 

Accepted 

Accepted 

Accepted 

Accepted 

Accepted 

Declined 

None 

Name  

Federer, Michael E. 

DeLong, Amy  

Elizabeth A. Reed 

Hausman, Laura 

Dulaney, Jeremy J. 

Blair, Christopher A. 

Sarff, Douglas A. 

Mark Siemer 

Geitter, Jeffrey J. 

Steve Stein

Mark Maddox

Attendance 

Meeting Organizer 

Required Attendee 

Required Attendee 

Required Attendee 

Required Attendee 

Required Attendee 

Required Attendee 

Required Attendee 

Required Attendee 

Required Attendee

Required Attendee

Accepted 

CIFA Minutes  
January 10, 2020
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2021 Fire Battalion Chief & Fire Deputy Chief Exams 
Important Dates 

Events 2020 

Reading List Posted April 
Application Filing August 17 to 28 
Information Sessions Sept. 22 

Sept. 23 
Application Review (date by which proof of 
degrees must be submitted): 

Nov. 2 

Test Admission Letters Sent Nov. 6 
Battalion Chief Written Work Sample Nov. 17 
Deputy Chief Written Work Sample Nov. 18 
Tactical and Oral Board Week of Dec 7 

2021 

Tentative Results Feb. 8 
Oral Clerical Review Feb. 9, 10 and 11 
Result Letters Feb. 19 
Lists Established Feb. 20 

NOTES: 

The scheduled dates are subject to revision in the event of unforeseen 
circumstances.  Any deviations from this schedule will be documented and 
applicable notifications, if any, will be made.   

CIFA Minutes  
January 10, 2020
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2021 Fire Lieutenant and Fire Captain Exams 
Important Dates  

Events 2020 

Reading List Posted April 
Application Filing Sept. 14 to Sept. 25 
Information Sessions Oct. 7, 8, and 9 

2021 

Test Admission Notices Sent Jan. 5 
Multiple-Choice Exams 

Fire Lieutenant and Fire Captain 
Jan. 26 

Fire Lieutenant Tactical Exam Jan. 26 
Multiple-Choice Appeals 

Fire Lieutenant and Fire Captain 
Jan. 27, 28, and 29 

Fire Lieutenant Tactical Appeals Jan. 27, 28, and 29 
Multiple-Choice Clerical Review 

Fire Lieutenant and Fire Captain 
Feb. 17, 18, and 19 

Fire Lieutenant Tactical Clerical Review Feb. 17, 18, and 19 
Fire Lieutenant and Captain Multiple-Choice Results and 
Fire Captain Tactical Admission Notices Sent 

Feb. 22 

Fire Captain Tactical Exam March 2 
Fire Captain Tactical Appeals March 3, 4, and 5 
Oral Board Admission Notices 

Fire Lieutenant and Fire Captain 
March 9 

Fire Lieutenant Oral Board Week of March 15 
Fire Captain Oral Board Week of April 12 
Tentative Results 

Fire Lieutenant and Fire Captain 
May 3 

Oral Clerical Review 
Fire Lieutenant and Fire Captain 

May 5, 6, and 7 

Final Result Notices 
Fire Lieutenant and Fire Captain 

May 14 

Lists Established May 16 

NOTE:  
The scheduled dates are subject to revision in the event of unforeseen circumstances.  
Any deviations from this schedule will be documented and applicable notifications, if any, 
will be made.   

CIFA Minutes  
January 10, 2020
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