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Welcome! 
 

 

This Orientation and Preparation Guide provides tips and suggestions for preparing for 

the Fire Captain and Fire Lieutenant selection processes.   

 

The purpose of this guide is to help prepare you for the job knowledge written 

examination and assessment center. We highly that recommend you follow the 

guidelines and use the preparation tips. 

 

The goal of the testing process is to select individuals who are highly qualified to 

perform the duties and meet the responsibilities of the lieutenant and captain positions 

in the Milwaukee Fire Department.  These selection processes will be highly competitive 

and you will need to ensure that you prepare yourself for this opportunity.   

 

Please note that this guide was created to assist you in preparing for the written job 

knowledge examination.  This document does not “define” the specificities of the 

written job knowledge examination from a contractual perspective.   

 

Good Luck!
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Introduction 

Who We Are 

 
I/O Solutions (IOS) has been retained to develop the lieutenant and captain promotional 

processes for the City of Milwaukee Fire and Police Commission (FPC).  IOS is a public 

safety consulting firm located in the suburban Chicago area.  The firm works exclusively 

with public safety clients (police, fire, sheriff’s departments, correctional facilities, etc.) 

to develop, validate and implement promotional and entry-level selection processes.  

We previously developed, validated and administered the 2013 and 2015 promotional 

processes for the ranks of lieutenant and captain in the Milwaukee Fire Department.  

We have also conducted entry-level or promotional testing for the following agencies, 

as well as many more:  Houston Police Department, San Diego Police and Fire 

Department, Denver Police Department, San Jose Fire Department,  Miami Police 

Department, St. Louis Police Department, Minneapolis Police Department, Virginia 

Beach Police and Fire Department, Washington D.C Metro Police and D.C. Fire and 

EMS, Austin Police and Fire Department, San Antonio Police & Fire, Indianapolis Metro 

Police and Indianapolis Fire, Dallas Police and Fire Department, Cook County Sheriff’s 

Office, Chicago Fire Department and Chicago OEMC, Buffalo, NY Police and Fire 

Department, Omaha, NE Police and Fire Department, Tulsa, OK Police and Fire 

Department, Baltimore Police and Fire Department, Atlanta Police, Las Vegas Fire, 

Arlington, TX Fire Department, Montgomery County, MD Fire Department, and the 

Jacksonville County Police Department.  

 

IOS has several goals in developing a promotional selection process for the City of 

Milwaukee.  First and foremost, the selection procedures must be valid, fair and legally 

defensible.  A valid examination is relevant to the department and position in question, 
measures the critical knowledge, skills and abilities necessary for promotion, and aids 

the department in selecting highly qualified individuals for promotion.  Also, the process 

should conform to appropriate legal guidelines regarding the selection and testing of 

candidates.  In addition, the process should treat all candidates with dignity and respect, 

and rules should be fairly and equitably applied. 

 

We wish for each candidate in the promotional process to have a fair and equal 

opportunity to demonstrate his or her capabilities.  While you will likely seek out other 

opportunities to prepare for this testing process, we wish for this information to 

provide a starting point and foundation in your preparation efforts.  

Our Approach 

 

IOS worked with the City of Milwaukee FPC in 2008 to develop and implement an 

entry-level firefighter hiring process.  We also worked with the Milwaukee FPC to 

conduct promotional testing for the fire captain and lieutenant ranks in 2013 and 2015.  

By our estimation, we have developed over 1500 custom public safety promotional 

processes in the last 21 years of operations.  We develop promotional processes for 

some of the largest fire service agencies in the U.S.  While each process differs based on 
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the needs of our particular client, there are elements of our specific approach in nearly 

every single process we develop and implement, and thus there are aspects of this 

process that will differ from previous processes.  When relevant, our approach will be 

specified within this guide.  

Contents of This Guide 

 

This Orientation and Preparation Guide has been prepared to introduce you to the job 

knowledge based written examination for the positions of lieutenant and captain for the 

City of Milwaukee Fire Department.  The first thing you can do to prepare for the 

examination is to read this study guide.  This guide will familiarize you with the testing 

process and provide you with general information about subsequent selection hurdles.  

Following are the sections that this guide will cover: 

 

 Components of the promotional process 

 Information on the format and structure of the exam 

 Advice on the importance of reading specified study materials 
 Advice on how to study for the examination 

 The development of a study plan 

 General preparation guidelines 

 Rules for the selection process 

 Test-taking principles 

 Use of the answer sheet 

 Helpful hints about the selection process 
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How the Process Works 
 

Please note—this section is included to assist in your understanding of the process.  The specific 

components may change and the timeframes may change to some degree.  This document is 

prepared by IOS, not by the City of Milwaukee, the Milwaukee Fire Department or the 

Milwaukee Police and Fire Commission. 

 

IOS is working through and with the Milwaukee FPC to develop and implement these 

processes.  The promotional processes will consist of a written job knowledge 

examination and assessment center for both ranks.  At the time of posting, a written 

study guide and reading list will be made available to candidates to aid in preparing for 

the written examination.   

 

Overview 

The promotional announcement sheet should be posted in the summer of 2019.  

Applications will be accepted for the period of time designated in the announcement—

the examination announcement will have specific and official information in regard to the 

selection process.  Applications will be reviewed by the FPC staff and, if you qualify for 

the examination, you will be sent an email notice via your email address of record in the 

application system that contains more information (including the test date, location, 

etc.).  A written job knowledge examination will be developed by IOS and is 

tentatively scheduled for administration during the week of August 30, 2019 to allow 

for a study period of approximately 90 days.   

 

The promotional process component weighting plan for the ranks of lieutenant and 
captain is based on the results of the job analysis process.  As in the vast majority of 

departments, the weighting plan heavily favors the assessment center as it measures 

important areas that greatly contribute to success in the promoted position.  The 2019 

weighting plan is as follows for lieutenant:  70% Assessment Center, 25% Written Job 

Knowledge Examination, and 5% Seniority.  The 2019 weighting plan is as follows for 

captain:  75% Assessment Center, 20% Written Job Knowledge Examination, and 5% 

Seniority.  

 

The written job knowledge examination typically consists of an approximately 100-item 

multiple choice test (ranging from 80-125 items).  The source materials are listed in the 

approved Reading Lists for both positions available for download from the Milwaukee 

Fire Department’s Intranet.  IOS will work with Subject Matter Experts (SMEs) to 

review the examination drafts to ensure an examination that is specific to the Milwaukee 

Fire Department.  It is highly recommended that you begin your preparation 

immediately (if you have not already done so).  

 

Approximately two months prior to the written job knowledge examination 

administration, a representative from IOS will conduct a promotional process 

orientation/test preparation session for all qualified candidates.  Qualified candidates will 

be informed via their email of record in the application system of the date, time and 

location of this session. The orientation session will last approximately 3 to 3 ½ hours 
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and will cover both the written job knowledge examination and the assessment center 

components.  We understand that some individuals have not competed in an 

assessment center so our goal is to level the playing field and provide information on 

what to expect in this process.   

 

Appeals Process 

The following appeals process will be used for the written job knowledge test.  Additional 

instructions and any changes to these instructions will be announced prior to the start of 

the written job knowledge test.  The appeals process pertains only to the questions in the 

test.  The FPC does not allow for appeals of the selection process or selection process 

results.       

 

Appeals may ONLY be completed at the test site immediately following the 

administration of the written job knowledge test.  The test will be approximately 

two hours and thirty minutes long.  At the conclusion of the written job knowledge test, 

there will be an additional timed period for completion of written appeals to test items.  
Once this timed appeal period has ended, no additional appeals will be accepted.   

 

Candidates will be required to complete a separate form for EACH item they wish to 

appeal.  For each appeal (and appeal form), candidates will be required to provide their 

name, ID number, the portion of the test on which the appealed item is located, the 

number of the test item they are appealing, the answer(s) they believe should be keyed 

as correct, and the rationale to support their appeal.  Candidates should be as detailed as 

possible in their appeals to ensure full consideration is given.  Candidates may only retain 

only their examination booklet during the appeals session.  

 

IOS reviews all appeals and makes a recommendation regarding the status of each 

appeal to the FPC staff.  Tests are officially scored at the IOS Chicago-area office and re-

scored as necessary based on the result of the appeals process.  Information regarding 

the outcome of an appeal will not be communicated to the candidate(s).  

 

Assessment Center 

The assessment center is tentatively scheduled for the week of October 7, 2019. The 

assessment center will include three or four exercises which will be evaluated by a 2-3 

person rating panel (typically constituted of fire service personnel from outside agencies 

or, on occasion, a mix of fire service personnel and other trained raters from outside 

city government or similar positions).  While you will not know the specific assessment 

center exercises until the day of the assessment, the types of exercises that are typically 

utilized include:  a simulated tactical exercise (often using fire studio or similar software 

to ensure a high-fidelity experience), a structured oral interview, a staff meeting role-

play, a subordinate meeting role-play or a background qualifications presentation 

exercise (oral resume).  These exercises will be discussed in further detail at the 

orientation session.   

 

The FPC and IOS will discuss recommended exercise concepts and determine the most 

appropriate course of action for the assessment process.  Internal SMEs will have input 
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into the exercise content for the assessment and we typically ask for input on the rating 

criteria to ensure that candidates are tested on items of relevance to the agency and 

rated against criteria specific to the agency.  External assessors are recruited and trained 

and their involvement is kept separate from the City/Milwaukee Fire Department to 

ensure an unbiased approach to the rating process.   

 

Candidates are rated on various scenarios and/or dimensions within the assessment by 

trained assessors.  Candidates will then receive a score on each exercise and an overall 

assessment center score.  This score will then be combined with the written job 

knowledge test score based on the predetermined weights.  Some exercises within the 

assessment center will have higher weighting based on their overall importance (these 

weights are typically communicated in the assessment center invitation notice that will 

be sent to the candidates).  For example, in the 2015 assessments, a tactical and 

Structured Oral Interview (SOI) had weights of 35%, while the Background Qualification 

exercise had a weight of 30%.  Standardization the assessment dimensions and exercises 

has been utilized in past processes and standardization of the two test scores (written 
examination and assessment center) may be utilized based on any determined process 

cut score.  The final promotional process score is provided to the FPC for approval and 

posting.  

 

If cut scores are utilized in this particular process, we typically use a modified Angoff 

method to set cut scores for a written job knowledge examination.  Often this is done 

using data from internal SMEs that were collected during the item review process.  In 

some instances, IOS uses both modified Angoff data and psychometric data from the 

examination administration (exam statistics) to set the cut score.  In such an instance 

the cut score would have to be announced after the test to allow for this analysis.  If a 

cut score were employed for the assessment center, we typically use a score at or ½ 

scale point below a score equivalent to a rating of “Acceptable” or a cut score of one 

standard deviation below the mean (if AC scores were standardized first).   

 

General Study Guidelines 
 
It will be absolutely necessary to thoroughly read and review all examination source 

materials and study for the examination to increase your chances of performing well.  

There are many proven methods of study that can enhance your performance when 

applied appropriately.  It should be noted that different methods work better for certain 

individuals.  The following provides a few brief suggestions on methods of preparation 

for the exam.  

Importance of Reading the Study Material 

 
It is critical for candidates to read all of the study material thoroughly.  One goal in the 

test development process is to identify the relevant job knowledge someone needs 

upon promotion.  Therefore, this study material was chosen by subject matter experts 

within your department to target important job knowledge areas associated with 

successful performance.  Subsequently, IOS develops all job knowledge based written 
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examination questions directly from the identified source material.  Thus, becoming 

familiar with the source material can significantly improve your exam score. The content 

for the written job knowledge test is taken directly from the source material and thus 

your preparation for this test will be vital. 

 

Many candidates simply fail to read (or study) the examination material and conduct 

little or no preparation for the written job knowledge test.  IOS has conducted 

extensive research on the relationship between candidate study habits and test 

performance.  The single greatest factor impacting candidate performance is 

examination preparation.  In particular, simply reading the sources has a substantial 

impact on test performance.  In our research, candidates who simply read the 

examination sources pass the examination (when a cut score is utilized) at a rate of 80%.  

In contrast, those candidates who fail to read the source material pass at a rate of 30%.  

Simply reading the examination material can put you in a position to be promoted 

depending on the specifics of your promotional process! 

Note Taking or Other Documentation Techniques  

 
Many individuals find it helpful to take notes on the important material during the 

course of their reading.  With this method, you can put the author’s ideas into your 

own words, which will be easier for you to recall at a later date. Another similar study 

method involves making “flashcards” on 3” x 5” note cards.  The goal of either method 

is to condense the amount of reading material to the most important and relevant 

aspects of the source.  Also, your goal should be to make this material understandable 

in your own words.  For example, read a section of policy/orders (e.g.) and take some 

time to decipher the meaning of the code.  Then, in your own words, explain the nature 

and meaning of the policy/order in your notes or flashcards. With either method, you 

should be prepared to spend some time studying the notes or flashcards in the weeks 

prior to the exam. 

 

When reading the source materials, you may also want to highlight information that you 

think is particularly important with a highlighter/marker.  Later, as the exam date 

approaches, you can review the highlighted material.  If done properly, this method 

could supplant note taking and will take far less time than preparing notes or flash cards.  

Study with a partner/group 

 
Many individuals find it helpful to study with a partner or group of individuals who are 

also preparing for the exam.  This way you can discuss the material with them, 

determine what the most important material is and analyze difficult concepts.  In 

addition, study groups can divide duties and prepare brief summaries on the reading 

material to share with other group members.  You might try preparing brief summaries 

or having various group members describe a particular issue or section of the reading 

material in an informal presentation.  Explaining and describing material to others is a 

great way to learn the material yourself!   
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If you have found that you study most effectively by yourself in the past, then try to limit 

the amount of time you will spend studying with a partner or group.  If on the other 

hand you have found that studying with others helps you quite a bit, then form a study 

group with other people who are taking the same examination as you.  You may find 

that forming a study group has another important benefit—your commitment to 

studying may increase (you do not want to let your team down) and thus you may be 

more focused and motivated in your efforts!  More information about studying with a 

partner or group is provided in a subsequent section. 

Answer practice questions 

 
If a practice test is available on a particular subject, you should take the time to 

complete it.  If there is not one available, there are several other methods of 

preparation to help you in answering exam questions.  First, if the source material has 

“questions for review” at the end of each chapter (e.g., if using a textbook), you should 

try to answer these questions immediately after reading the material.  In addition, once 

you have completed a section of material, you can review the material and try to 
determine what questions might be asked of you on an examination.  You should be 

able to answer these questions once you have read the material.  

 

If you have assembled a study group, you can prepare practice questions as part of your 

group efforts.  There is no need to focus on the specifics of item construction.  You can 

simply create basic test questions with a single correct answer and multiple response 

options.  Most of the examination questions will follow this basic structure.  If your 

study group has divided up the test content for analysis, you can ask individuals to 

develop practice questions for their area of focus.   

 

This study guide will have a few example questions so that you understand the basic 

method of item construction.  You should certainly review these questions so you 

better understand the testing format.   

Study the material 

 

This may seem rather evident, but there are two steps to studying.  First, you must read 

the material.  Then, you must review the material at a later time.  While we often call 

the entire process “studying”, this review phase is really at the heart of the study 

period.  This may involve reviewing notes, highlighted portions of the material, creating 

and reviewing flashcards, conducting group study sessions or completely re-reading the 

source.  Regardless, there should be at least one review of the material to gain 

understanding and help with recall when the actual test occurs.  It may go without 

saying, but if you spend time taking notes, making flashcards or highlighting during your 

initial reading/study phase, you should then spend time reviewing this material before 

the exam.  For example, if you choose to highlight important material from the text, you 

should spend some time the week before the exam reviewing the highlighted passages.  

This may involve reading the highlighted sections several times.   
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One common mistake that occurs on occasion results when candidates spend a great 

deal of time preparing notes or flash cards and then misallocate their preparation time 

and do not allow enough time to review this important material.  You should look at the 

development of these materials as an investment.  You must allow for time at the end of 

the study period to recoup the cost of your investment (i.e., your time) such that you 

spend time reviewing this important material.  

Keeping Organized 

 
Once all of the suggested materials have been collected, you will have a lot of 

information to sift through. In order to keep track of all of these materials, organization 

will be key. 

 

To help with organization, follow these guidelines. They will help you compile the 

information into meaningful groups. 

 

1. Put all the materials in front of you and begin separating them by topic. For 

example, put all response procedure related materials in one pile and all 
leadership related materials in another pile. Group the materials in whatever way 

is most meaningful and helpful to you. 

2. Find some method to hold these materials in their respective groups. This can be 

a large binder or folder. 

3. On each folder create a table of contents. This will make it easier to find what 

you are looking for. 

4. Use bookmarks, tabs, or sticky notes to mark specific information you wish to 

reference.  

5. If you remove a piece of material make sure to replace it or update your table of 

contents to reflect the move. 

Scheduling 

 
Now that you have set your goals and organized your materials, it is time to set a 

schedule for yourself. This schedule will keep you on track and help keep yourself 

accountable for your progress. 

 

Here are some steps for creating a successful schedule: 

 

 Make your schedule practical! Many people will set an unrealistic timeline and 

then become discouraged when they cannot make the deadlines. 

 Allow yourself enough time to study each topic or source. 

 Prioritize. Start with the most challenging and important topics or sources. 

 Schedule short but frequent study times. Try to keep blocks of study time to 2 
hours or less. 

 If you are planning to study with a group make sure to set a schedule that 

everyone can adhere to. 
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Individual Study 

Developing a Basic Study Plan 

 
The designated study period is approximately 70 days.  It is in the best interest of the 

candidate to use the entire study period to prepare for the examination- this means 

beginning your preparations immediately!   Typically, a candidate will use the initial 

portion of the study period to read the material and highlight, take notes or make 

flashcards.  Thus, for a 70 day study period, a candidate may spend the first 50 days 

reading all of the source material.  The final three weeks might be spent reviewing notes 

or other study material and re-reading important sections of the source material.   

 

Typically, candidates can read 15-30 pages of textbook material or department policy in 

an hour.  In contrast, candidates can usually read approximately 10-20 pages of highly 

technical material in an hour.  Highlighting usually doesn’t add any significant time to the 

reading period although taking notes and/or developing flashcards can add a significant 

amount of time.  Taking detailed notes will probably slow an individual to approximately 

10-20 pages per hour (textbook material).  While this process may slow your progress 

through the material, good notes can be invaluable to the study process.  

 

Given the guidelines above, you should estimate the overall time it will take to read all 

of the source materials for the exam and then plan your study process accordingly.  For 

example, you may determine that you have approximately 1000 pages of 

text/department policy to read and 300 pages of highly technical material.  You might 

estimate that you can read 20 pages of text per hour and approximately 15 pages of the 

technical material per hour.  Thus, you estimate that you will need to spend 

approximately 70 hours to simply read the source material.  In addition, you have 
decided you will highlight relevant material and make flash cards on critical information.  

Thus, you estimate that the time to progress through all of the source material and 

create the flash cards will increase the reading/study period by approximately 100 

percent.  Therefore, you determine it will take approximately 140 hours to read, 

highlight and take notes on all of the source material (70 hours to simply read and 

another 70 hours to take detailed notes and create the flash cards).  If you spend the 

first 7 weeks on reading the source material and preparing these materials, you will have 

to spend approximately 20 hours a week on your preparation.  You might decide to 

devote two off-days per week to examination preparation, such that you nearly spend a 

full day reading and preparing materials for your study and review. This information was 

included as an example.  It is suggested that you estimate the time it will take you to 

read and study all materials and formulate your plan based on a specific estimate. 

 

Finally, you should spend some time studying the material before the exam.  It is a good 

idea to use the last few weeks before the exam to review the material thoroughly, study 

and memorize critical facts.  During this time period, you might consider increasing your 

preparation to a minimum of three days per week to devote to the examination.  If you 

were able to study for 8-10 hours a day for 3 days per week, you would add another 

72-90 hours of preparation in the last few weeks.   
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The study plan outlined above represents the minimum of what might be required of 

you to obtain a “reasonable” score.  In a competitive process, such a study plan for an 

“average test-taker” may not result in a score sufficient enough to be promoted in the 

promotional process.  Also, note that this study plan assumes you start preparation at 

the time of announcement.  Many candidates started preparation before the test was 

even announced, anticipating when the test might be held.  Exceptionally strong 

candidates begin their test preparation well in advance of the announcement of a test 

date as many individuals can surmise what basic material will be included on the 

examination and then adjust once the examination reading list is published!  Thus, you 

may need to do more to prepare for this examination!  Ultimately, the decision on how 

much time to use in preparing for the examination will rest with you based on your 

motivation and comfort level. 

Goal Setting 

 
In preparing for the examination, you will be exposed to a large amount of study 
materials. Using goal setting, you can develop a process to successfully navigate these 

materials in an efficient and effective manner. 

 

Goal setting is the process of taking a broad goal, such as passing the examination, into 

smaller, specific, and manageable goals. This method has been shown to increase 

motivation and retention of knowledge. 

 

To use this tool: 

 

1. Determine your overall goal. 

2. Break this overall goal down into small and specific goals. 

3. Write down all of your goals someplace you can easily find for your study 

period.  

4. Rank the goals in order of need. Think of it like a pyramid. What things do you 

need to learn first in order to better understand subsequent information? 

5. Set the time frame in which you plan to achieve each goal (i.e. 2 days or 1 week).  

6. Determine how you will achieve each goal. What materials will you need? What 

is the best way to lean the material relevant to this goal? 

7. Keep track of your progress on each goal. 

SQ3R Study Method 

 
The acronym SQ3R stands for the five sequential techniques that have been used as a 

strategy to enhance the understanding and retention of reading material.  This strategy 

includes the following steps: 

 Survey.  Start by gathering the information necessary to focus your 
understanding of the chapter.  Read the chapter title, the chapter introduction, 

section summaries, the chapter conclusion, and scan through the contents of the 

chapter (e.g., section headings, diagrams, and pictures).  If studying policy, 
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procedure or department orders, you can read the introductory paragraphs and 

spend time scanning through the policy to gain an understanding of the material 

before you begin to delve into the specific details of the material.  Aim to gain an 

overall understanding of the structure of the material and how the main 

concepts are related.   

 Question.  Go through each section of the material and turn the headings into 
questions that you think will be answered in that section.  Write your questions 

down on a piece of paper.  In the next step when you begin reading the sections, 

you will write down your answers that go along with each question.  The 

purpose of this step is to help you become actively engaged in the reading by 

having you seek the answers to the questions that you have formed.     

 Read.  Read through each section, keeping the questions you have formed in 

mind.  Read the section, seeking information to answer the questions that you 

have written down.  Pay attention to determine if there are any other questions 

that need to be included.   

 Recall.  When you have completed reading through a section, stop and try to 
answer the questions you have composed without looking back at the reading 

material.  If you cannot come up with the answers, go back to the section as 

many times as you need to until you can answer your questions from memory.  

 Review.  After you have completed reading through all of the sections using the 

aforementioned steps, you should continue going over the questions you have 

created and trying to answer them from memory.  If you cannot answer them, 

you can look back to the material to refresh your memory and then continue to 

review.  Review the material often in the weeks and days leading up to the exam.   

Memorization 

 

There is certain material that must be memorized for an exam.  While, for example, we 

can advocate reading and taking notes in your own words, it is important to understand 

that some material must be memorized directly from the source.  IOS writes exam 

questions directly from the source material and often uses the wording as it appears in 
the source material.  Also, this is not a referenced based examination: you will 

not have any reference material with you on the day of the qualifying 

examination.  Thus, recalling the specific information from the passage can be critical 

in determining your success on the exam.  

 

One-On-One Studying 
 
Studying with a partner is a great way to cover a lot of information. One of the most 

important steps in one-on-one studying is choosing the right study partner. When 

choosing a partner, try to select someone who shares similar study habits as you.  Make 

sure that the partner also has a similar level of motivation and similar pace of learning as 
you. Finally, make sure you select a partner who is studying the same material as you. 
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Study Techniques 

 You can each cover a different topic and then spend time explaining them to one 

another.  

 You and your partner can study the same material then create questions to quiz 
each other. 

 A partner can be helpful when you are having a hard time understanding a 

subject; use their different perspective to help look at the information in a 

different way. 

Things to Keep In Mind  

 If you decide to split up topics and explain them to one another, be sure to still 
read through the material that was assigned to your study partner. 

 When quizzing each other, try to focus on the major topics from the source 

material, rather than focusing on highly specific information unless that is the 

nature of the material (e.g., learning definitions to terminology). 

 It can be easy to get off-track with side conversations, try to stay focused on the 
material for the exam. 

 

Group Study  
 
Studying with a group can be a very effective way to cover a lot of information. 

However, this effectiveness is dependent on the members of the group. 

 

Characteristics of Effective Study Groups 

 The group should contain 6 or fewer members. 

 There should be a group leader at every study session. It does not have to be 

the same person every time. 

 All members should participate. Information is more easily remembered when it 
is discussed with others. 

 Group members should differ in their area of expertise. This will allow for more 

effective information sharing. 

 

Starting a Study Group: The first meeting 

 Gather the group members together for an initial meeting. 

 Have the group decide on a leader. This can be for every study session or it 

could rotate. 

 Ask someone to scribe the information the group covers. This responsibility can 

also revolve. 

 Set some ground rules (i.e. be courteous to others). You may find these rules 

will not need to be referenced once they are created but they are an effective 

tool in preventing future conflicts. 

 Create a plan for the sessions. This includes setting up a schedule, topics to be 

covered, and group member responsibilities. 
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 Summarize the information that was covered in the meeting to ensure all 

members are on the same page. 

 
Conducting the Study Group 

 Clearly define what will be studied prior to each group session. 

 Plan to hold the study group for about 2 hours, taking periodic breaks. 

 Start each meeting by briefly reviewing what was studied during the last meeting 
and resolving anything that was unclear. 

 Keep the group on-task by limiting other activities during the session (e.g., turn 

phones off, no checking email, limit side conversations). 

 Conclude with a brief review of what was covered and a reminder of what will 
be covered in the next meeting. 

 
The Job Knowledge Examination 
 

The written job knowledge examination will consist of 80-125 items that are multiple-

choice in nature.  The vast majority of IOS’ job knowledge based written examinations 

consist of 100 job knowledge items taken directly from the study list.  A typical 100-

item job knowledge based written examination has an administration time of at least 2 

hours and 30 minutes.  The timeframe for a longer or shorter examination will differ as 

appropriate.   

 

A draft of the reading list was compiled by subject matter experts from the Milwaukee 
Fire Department.  The FPC then worked with departmental subject matter experts 

(SMEs) to refine the written job knowledge sources (i.e., what specific policies, 

procedures, etc.) and IOS is currently developing the written examination items. The 

final job knowledge based written examination will be reviewed as well, to ensure the 

examination and content is specific to the City of Milwaukee Fire Department.  This 

process allows for the highest degree of input, job-relevance and quality-control 

procedures.  Equal attention is being paid to the security of the testing content.  There 

are a number of departmental SMEs involved in the test development process.  Each 

individual will be under a confidentiality and non-disclosure agreement.  Please note 

that our SMEs will be unable to discuss any aspect of the examination with 

anyone in the department or to assist you in your preparation in any way.  

Anyone found to be sharing confidential exam information or who has given 

or received an unfair advantage in the promotional process may be 

disqualified, and may face departmental discipline. 
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Format of the Job Knowledge Examination 

A job knowledge written examination consists of questions/items that are based on pre-

specified resource materials and cover material that is deemed important to successful 

performance on the job.  The entire job knowledge written examination (often referred 

to as the qualifying examination) will be a recall examination (no sources allowed) as is 

typical with all IOS’ written examinations.  Job knowledge items are constructed in a 

multiple-choice format.  In the case of this exam, this means that there is one correct 

answer option and three incorrect answer options.  Your goal is to select the correct 

response from among the four possible options.   

 

 

1. Your company is working to suppress a large Class A fire.  The fire is now 

beyond the control of hand lines, and your company will use a master stream to 

attack the fire.  Which of the guidelines below should your company follow? 

 

a. When using a fog nozzle, the master stream should be placed close 
enough to a window or door so that it can hit the base of the fire.  

b. The stream should be aimed so that it enters the structure at a 

downward angle. 

c. The stream should be aimed so that it enters the structure at a 

horizontal angle. 

d. When using a solid-stream nozzle, keep the master stream as far away 

from the door or window as possible while still being able to spray into 

the building. 

 

Answer:  A 
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Preparing for Test Day 
 

Diligently studying for this examination will be the best method for ensuring your 

success; however, there are other considerations that can affect your performance on 

the day of the exam.  Your attitude on the day of the exam, the test-taking strategies 

you utilize, and your ability to avoid common test-taking errors will all affect the 

outcome of the exam.  These issues are discussed in detail below.  

Preparation for the exam 

You can increase your chances of obtaining your best score if you spend sufficient time 

preparing for the exam.  This includes carefully reading and studying the materials listed 

in the Reading List.  It is also important that you avoid becoming overly anxious about 

the examination and implement good test-taking strategies. 

Your physical well-being 

Get a good night’s sleep before the examination.  Eat a nutritious breakfast that will 

provide you with energy for the day.  Try to ensure that you are in the best possible 

condition both physically and mentally on the day of the examination.  

Arrive early 

Make all necessary arrangements to ensure that you arrive early at the examination site. 

It would be wise to anticipate traffic delays in traveling to the site and to allocate extra 

travel time to ensure an early arrival even with delays. Give yourself ample time to 

settle in at the examination site.  

Confidence 

The more confident you are in your abilities, the more likely you are to do well on the 

exam.  Try to stay focused so that you don’t end up misinterpreting questions or 

instructions.  You want to take control of the examination by feeling confident in your 
skills. Try to relax but concentrate on the examination you are about to take.  

Attitude 

This examination is an opportunity for you to demonstrate that you have a grasp of the 

job knowledge necessary to perform successfully, and a positive attitude can have an 

impact on increasing your score.  There are a few ways to fine-tune your attitude about 

taking this examination:  Look at this examination as a challenge but try not to get 

"stressed out" by thinking about it too much.  By using this Orientation and Preparation 

Guide and practicing your strategies, you can be more prepared for the examination. 

Controlling Anxiety 

Many candidates experience anxiety as a result of the stress and pressure to perform 

well on the job knowledge based written examination and subsequent components.  

This is common and is a natural response.  There are a few things that you can do prior 

to your examination to help reduce and prevent your level of anxiety on test day. 
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 Practice. Develop practice questions from the source material.  This can be 

done by yourself or with your study group.  Answer these practice questions 

with a similar time limit to what will be used for the examination to simulate the 

testing experience.  Ideally, if you are studying in a group, each individual would 
develop several practice questions for each “topic area” and create a basic 

answer key from the source material.   

 

You will become more comfortable the more you can gain experience with the 

type of pressure you may experience in the examination.  The more experience 

you gain in regard to the test administration environment, the more comfortable 

you will feel. 

 

 Visualize.  Another technique that can help you feel more comfortable on test 

day is to visualize yourself going through the examination process.  Try to find 

time the week or days leading up to your exam to sit in a comfortable chair or 

couch and imagine yourself going through the process, providing the best 

possible responses. Mentally rehearsing the process several times will help your 

mind hold a picture of what great performance will look and feel like.  When it 

comes time for you to go through your examination, your mind will be familiar 

with the process and you will feel more comfortable when responding. 

 

General Test-taking Strategies 
 
There are several strategies and tips to keep in mind when taking the written exam that 

will ensure your test score is accurate and reflects your level of knowledge about the 

job. 

 
1. Listen carefully.  The exam administrator will provide you with complete 

instructions for taking the exam.  Be sure that you pay close attention to all test 

instructions. It is extremely important that you completely understand the directions 

before the exam begins. 

 

2. Ask questions.  If there are instructions that you do not understand or if 

something is not clear, please feel free to ask the exam administrator any questions 

that you may have before the exam begins.  
 

3. Note start and end times.  Just before the test administrator begins the test, 

make a note of the time the test will actually begin and the time that the test will 

end. 

 

4. Keep track of time. It is important that you keep track of your time so that you 

are able to pace yourself throughout the exam.  You do not want to run out of time 

and have unanswered questions. It is important that you allot a few minutes of time 

to guess on unanswered questions at the end of the exam.  A typical 100-item 

examination will have a 2 hour and 30 minute time limit.  This means you must 
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answer each question in approximately 1 minute and 30 seconds to ensure you 

complete the examination on time. 

 

5. Remain calm. It is important that you remain calm throughout this exam so that 

you are able to work most effectively.  You can’t allow yourself to become nervous 

or confused by a few difficult or challenging questions. There are going to be times 

when you are not going to know the answer and neither will other individuals taking 

the exam.  

 

6. Read each question carefully.  Be sure that you understand what the question 

requires of you.  

 

7. Try to answer the question before you look at the answer options.  If you 

know the answer, compare it to the available choices and pick the choice closest in 

meaning to the answer you have in mind. 

 
8. Answer easy questions first.  It is important that you answer the easy questions 

first on this exam.  By doing so, you will afford yourself more time to spend on the 

difficult questions if necessary. Seek out questions you can answer.  If there are 

particular kinds of questions with which you feel most comfortable, answer those 

questions first.  For example, if you are particularly good at questions in a specific 

content area, then find those items first and complete them. 

 

9. Don’t waste time on questions you can’t answer.  If you believe that you are 

not able to answer a question, then skip it.  It is better to skip a difficult question 

than to spend a lot of time on it and not be able to complete other exam questions.  

 

10. Mark your exam booklet.  Mark in your exam booklet those questions that you 

have skipped so that you are able to come back to them later in the exam.  Marking 

questions that you have skipped in your test booklet will help to ensure that you 

have answered all of the questions by the time the examination period has ended. 

That said, you will likely be required to place all final answers onto a separate 

answer sheet. 

 

11. Use a process of elimination.  If a situation presents itself in which you are 

unable to answer a question, use a process of elimination to narrow your options.  

First, eliminate any answers that are clearly wrong.  Then determine how you feel 

about the remaining choices.  If you believe that some answers are more correct 

than others, indicate that on your exam booklet.  Later in the exam, you may have 

an opportunity to come back to these questions and answer them without having to 

read the entire question again. 

 

12. Guessing. It is important that you try to get as many points as possible on the 

examination.  Points are given for correct answers only.  Because there is no penalty 

(i.e., points deducted) for guessing on this exam, you should try to answer every 

question.  By leaving yourself enough time at the end of the test to fill in unanswered 
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questions using your "best guess," you will increase the possibility of getting a few of 

them correct.  

 

13. Extra time.  If you finish the exam before the time period is over, review your 

answers and make any changes that are necessary.  Also make sure that you have 

marked your answers on the answer sheet correctly. 

Using the Test Answer Sheet 

 

This section describes the procedures used to fill in the answer sheet during the actual 

exam.  Nearly all of the questions on the examination will be multiple choice.  You will 

mark your answers on a separate answer sheet that you will be given at the examination, and 

detailed instructions on how to use it will be outlined for you at that time.   

 

Things to consider when marking the answer sheet: 

 

 Make heavy black marks that fill the circles completely. 
 

 Erase any answers you wish to change completely. 

 

 Do not make any other marks on the answer sheet. 

 

 You must use a #2 pencil (this will be provided to you).  Pencil is required to 

complete the answer sheet because a computer will be reading these marks.   

 

 Place all of your answers on the answer sheet.  Only answers on the answer sheet 

will be scored.  You may use your exam booklet as scratch paper but be certain to 

record your answers on the answer sheet. 

 

 Use your exam booklet for scratch paper. 

 

 Be sure that the number of the question you are working on corresponds with the 

number that you fill in on the answer sheet.  For example, if you are working on 

question 37, make sure that you fill in your answer on line 37 of the answer sheet.  

Periodically check yourself to make sure that your answers are in the correct 

spaces. 

 

 For multiple-choice items there will be four alternatives (a, b, c and d) listed on the 

answer sheet for each question.  Please be sure that you mark your answer in the 

appropriate column.  You may want to go back and check your answers periodically 

to be sure that you have placed your answer in the correct column. 

  

The reason that we ask you to take such care in marking your answer sheet is because 

errors can affect the scoring of your job knowledge based written examination.   
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Helpful Hints about the Exam 

 

This section describes a few helpful hints to remember when preparing for the exam 

and in regard to answering questions on the examination.   

 

 Exam questions are written directly from the source materials.  Questions are 

often written “word-for-word” from the source to avoid confusion.  Thus, the 

correct answer is also drawn directly from the source (not from subject-matter-

expert input).  In many cases, the distracters, or incorrect answers, are also drawn 

directly from the source.  Thus, the information may “look familiar” but still be 

incorrect.  

  

 Since questions are drawn directly from the source material, it is important to 

note that the correct answers (and hopefully your answers) will be taken directly 

from this source material.  If there is a conflict between “how things are done in 

the department” and what the source indicates, the source is the deciding factor!  
In many cases, such items are removed during the review process.  In some cases, 

these items remain in the examination to reinforce “how things should be done.” 

 

 Furthermore, in the rare event that two sources conflict with one another, your 

answer (and the correct answer) should come from the source indicated for that 

particular item.  Items are often presented by the source material that they were 

written from.  Thus, you will be informed from which source material the item 

was written.  

 

 We attempt to avoid questions on trivial information that is not directly relevant 

to the job.  At a minimum, you should focus your preparation efforts elsewhere.  

That being said, some items may be more difficult and test your knowledge of the 

details of a particular policy.  
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Administrative Logistics 
Promptness is mandatory for admittance to the written job knowledge test on the date 

and time scheduled.  The test will be preceded by a set of instructions.  Candidates are 

asked to arrive at the test site at least 30-45 minutes prior to the instruction period.  

This will ensure that all necessary administrative procedures can be conducted prior to 

the scheduled start time.  No candidate will be admitted once the instructions have 

begun.   

 

1. Candidates will only be responsible for information contained within sections of 

documents included on the reading list.   

 

2. Candidates WILL NOT be permitted to use any reference sources or other 

documents during the written job knowledge test. 

 

3. Writing in your test booklets during the examination is permitted and encouraged. 

 

4. Beepers/portable phones and any other electronic or communication devices must 

be turned in to the check-in staff prior to testing or left in your vehicle.  We 

strongly suggest that you leave electronic devices in your vehicle (or home) for the 

duration of testing.  If you choose to use an unauthorized communication device in 

violation of testing guidelines, your test will be collected and considered invalid. 

 

5. Photo identification will be needed for admittance to the test.  The announcement 

will contain additional (official) information on what you will need.  

 
6. You may bring the following supplies to the test:  #2 pencils, erasers and a basic 

watch.  Watches that have any functions other than keeping time will not be 

permitted and using such a watch may be grounds for invalidation of test results.  A 

small pencil sharpener is also allowed.  No other supplies will be permitted at the 

test site.  Pencils will be supplied during the administration of the written exam. 

 

7. You will not be allowed to take any other materials with you into the examination 

room—this includes paperwork of any kind, backpacks, bags, portfolios, etc.  

 

8. Once you are seated in the testing site, you may have access to restroom facilities, 

though you may have to be escorted by a proctor.  Once testing begins, any time 

taken for this purpose will be counted as test time.  Candidates will not have access 

to the restroom facilities during the instruction period. 

 

9. You will undergo the same standardized process as all other candidates with respect 

to the testing process (e.g., notification, instructions, etc.). 

 

10. Due to the security measures that will be in place, only authorized candidates will be 

admitted to the test site. 
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11. All questions or concerns that arise during the testing process should be directed to 

the appropriate designated test administration staff person(s). 

 

12. The appeals process will be held immediately after the testing period has ended. 

 

If you have any questions regarding the promotional process, please call staff at the 

Milwaukee Police and Fire Commission’s Office for further details.   


