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Law Enforcement/ Corrections 

Employment Application 

Package

The Nassau County Sheriff’s Office is an 
Equal Opportunity Employer and a 

Drug Free Workplace

77151 Citizens Circle, Yulee, FL 32097 
Human Resources

(904) 548-4054
EMPLOYMENT INFORMATION 

PLEASE READ BEFORE PROCEEDING
REQUIREMENTS

· Must be 19 years or older 

· Be a high school graduate or equivalent

· Must possess effective oral and written English communications skills 

· Must be a U.S. citizen or permanent resident alien who has applied for citizenship 

· Must possess a valid driver’s license 

· Never received a Dishonorable Discharge from any of the Armed Forces of the United States 

· Must be certified by the State of Florida in Law Enforcement or Corrections; or be able to obtain Florida State certification in Corrections
· Uncertified Corrections Officer applicants must have received a PASSING score on the Criminal Justice Basic Abilities Test (CJBAT) within the last 4 years
· Certificate must be in good standing with the Florida Department of Law Enforcement (FDLE) 

· Must have a good moral character

· Must be willing and able to work shifts, holidays and weekends  
· No visible tattoos above the collarbone (neck, face or behind the ear) or below the wrist (hands, fingers, etc.)
APPLICATION DISQUALIFIERS
You are subject to be asked questions about the following during the polygraph.
Drug Use Disqualifiers

· Use of any illegal / controlled cannabinoid substance such as marijuana, hashish, etc. within the last two (2) years from the date of the application will disqualify an applicant.  Applicants who have a pattern of illegal drug use to include marijuana as defined in FSS 893.03 will be disqualified.
· Use of any narcotic or controlled substance, such as synthetic marijuana, PCP, methaqualone, cocaine, steroids, LSD, heroin, a designer drug, illegal non-prescription steroids, or any drug similar in nature in the last five (5) years will disqualify an applicant.
· Any use of a prescription drug within the last two (2) years that was not prescribed for an applicant will be evaluated by an administrative staff review. The review will consist of who the drug was obtained from, the frequency of use, the type of drug and its intended purpose. 

Criminal Arrests and Convictions
· Conviction of any felony or misdemeanor involving perjury or a false statement ever.
· Any felony driving conviction ever. 

· Convictions involving moral character, perjury, or false statements as outlined in the Florida Statutes ever.
· Any convictions for DUI within the last five (5) years or any DUI convictions while employed as a law enforcement officer, including military police.
· The sale of illegal drugs or drug trafficking ever. 

· Any domestic violence convictions or pleas pursuant to Florida State Statue Chapter 741 within the last five (5) years from date of conviction.
· Any arrest for vice activity - ever. 
5 Year Driving History Disqualifiers (from the final day of case disposition)
· Leaving the scene of accident (criminal).
· Driver’s license suspension for points 
· Driver’s license suspension for refusal to submit to chemical breath test
· Four (4) moving traffic violations 
· Two (2) moving violations resulting from at-fault traffic crash incidents

· Driver’s license suspension resulting from delinquent child support

· Driver’s license suspension for worthless checks
· Habitual traffic offender 
· Fleeing and attempting to elude police with arrest and conviction 
· Willful wanton reckless driving
Possible Disqualifiers with Administrative Review 
· The background and criminal activities of relatives and/or close associates of the applicant may be a basis for disqualification of the applicant if it appears that such relationships may affect the applicant’s abilities to perform the duties of a law enforcement officer. (Staff Review)
· An applicant’s work history or work ethics which demonstrate job instability, an unwillingness to work shifts, weekends, holidays or overtime emergencies; a work history pattern which reflects excessive tardiness, absenteeism, or an unwillingness to get along with co-workers or supervisors
· An applicant must be in good physical condition and capable of performing the functions of a Law Enforcement or Corrections Officer (Job descriptions available upon request)
· Applicants with U.S. Military experience must have been discharged from the Armed Forces with an Honorable Discharge only.  Applicants who received a discharge from the military for unsuitability, unfitness or other misconduct under Honorable Conditions may be disqualified if the discharge indicates factors that may adversely affect job performance. Applicants must provide a statement of explanation. 
· Nondisclosure of arrest history on application (JUVINILE OR ADULT) 

· The NCSO reserves the right to review any disqualifiers from any applicant. 

SHERIFF'S OFFICE HIRING PROCESS
The time for processing an applicant greatly varies and is determined by the current need for employees.   Any false or undisclosed information in any part of the application process will result in automatic suspension of your application.  

If you have not been contacted within twelve months of submitting an application, it will be necessary for you to reapply. 
Employment with the Nassau County Sheriff’s Office is an At-Will basis.

1. Submit a completed job application along with the Application Tracking Information Sheet and all required documents (see below) to the Human Resources Department.   The Nassau County Sheriff’s Office located at 77151 Citizens Circle, Yulee, FL 32097 Monday through Friday 8 am to 5 pm excluding Holidays.
Required documents (copies):




  Driver’s license



  Social Security Card*



  High School Diploma / GED

  College Degree (if applicable)




  Birth Certificate



  DD214 (if applicable)




  FDLE State Certification 


  CJBAT Test Results**
  (if applicable)



  (Uncertified Corrections Only)
*The Nassau County Sheriff’s Office collects social security numbers for various purposes.  All social security numbers collected by the Sheriff’s Office are confidential and exempt from Florida’s public records act.  Pursuant to section 119.071(5) (a), Florida Statues, a public agency in Florida may request a social security number from an individual only when it is specifically authorized by law to do so, or when the collection is imperative for the performance of that agency’s duties and responsibilities as prescribed by law. These numbers may be disclosed to another law enforcement agency or governmental entity if disclosure is necessary for the receiving agency or entity to perform its duties and responsibilities.
**As of 04/10/2018, applicants for Correctional Officer positions that are NOT State Certified must take the Criminal Justice Basic Abilities Test at their own expense and submit a PASSING score sheet with the application. See www.nassauso.com/human-resources/  for information on where to take the test.
Incomplete applications will NOT be considered.

2. If applicants have met the basic qualifications and a vacancy exists, the application process is as follows:

· Chosen by the Sheriff or designee to begin processing
· Reference letters will be mailed to listed references 
· Extensive background  investigation conducted

· Polygraph Examination (refusal of polygraph will result in withdrawal of application) 
· Oral Board interview conducted

· Drug Screen, Physical Exam, Psychological Exam and Fingerprints

· Completed processed package submitted to Sheriff for review

· Applicant notified of Sheriff’s decision

PAY AND BENEFITS
Base Rate Pay Plan, Starting Pay:

Law Enforcement-
$18.22 hourly rate, approximately $39,809.05 annually. 

Corrections -

$17.18 hourly rate, approximately $37,532.66 annually. 
Salary incentive funding available depending on education approved by FDLE.  
All new employees are placed on one-year probation and ineligible to transfer into another position during their probationary period.
Paid Holidays: 
Members working approved holidays will be compensated at their hourly rate for all time worked on an approved holiday in addition to their regular pay. 
Overtime:
Members working approved overtime will be compensated at  a rate of one and a half times their regular hourly rate in additional pay or have compensatory leave time placed on the books at one and a half times the time that they worked.
Paid Time Off: 
Paid time off (PTO) leave is earned at a rate of sixteen (16) hours monthly.   
Insurance:

A variety of medical insurance plans are offered for employee and family coverages. Dental, Vision, Term Life and other insurance options are also available at a group rate to the employee.  

Retirement:

The Nassau County Sheriff’s Office enrolls all employees in the Florida Retirement System (FRS).  The employee contributes three (3) percent of their gross pay to the plan.  The employee will select participation in either the pension plan or investment plan during initial enrollment period set by the FRS.
If you have questions regarding any of the information listed above, please contact the Nassau County Sheriff’s Office Human Resources Department at 904-548-4054 or 904-548-4012.

The Nassau County Sheriff's Office is an Equal Opportunity Employer 

and a Drug Free Workplace.

NASSAU COUNTY SHERIFF’S OFFICE
APPLICATION TRACKING INFORMATION SHEET

This information is obtained for background investigation purposes only
Date 






Please PRINT legibly in Blue or Black ink only
Select

Law Enforcement  

  Corrections  

      Bailiff  


Reserve Law Enforcement  


Name:















Last




First



Middle

Address:












City: ________________________________ State:

 Zip Code: 



Date of Birth: ____________________ Social Security # 


 - 
 - 


Telephone: Cell   (_______) ________________
Other (_______) 




Email Address:  











Circle All Diplomas and Degrees Held:   GED    HS    AA    AS    BA    BS    M    PhD

Driver’s License # 





 
State:




Relatives that work at the NCSO: 










Veteran: Yes 

   No 

 
Currently in Military: Yes 

   No 


Date Certification Training Began (if applicable): 






Training Center Attended










Hours Completed 

  
Passed State Exam: Yes 

    No 



Date Certification Attained ___________________________
Currently employed as a Law Enforcement / Correctional Officer: Yes 
 No 


Date Last Employed as a Police or Correctional Officer 






Referred by 












Additional Information / Comments:  Please attach a separate page
The Nassau County Sheriff's Office is an Equal Opportunity Employer and a Drug Free Workplace
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