
 
VACANCY BIDDING FORM PBPP 253 

(rev 11.2015) 

This form must be signed, dated, and postmarked “by the closing date” at the location indicated on the vacancy announcement! Additionally, the completed 
Vacancy Bidding Form must be accompanied by a completed State Civil Service Commission application which includes 10 years of employment history 
and your most recent Employee Performance Review.  For voluntary demotion applicants, you must additionally submit a memorandum/letter indicating you 

will accept the appropriate reduction in pay.  Failure to submit all requested and completed documentation will eliminate you 
from consideration.    

Vacant Position Job Title:  

Announcement Number & 
Location: 

 

Place your name and address in the blocks below.  This will be used to return a completed copy 
to you in a window envelope (please print clearly). 
 
          _____________________________________________________________ 
 
          _____________________________________________________________ 
 
          _____________________________________________________________ 
 
          _____________________________________________________________ 
 

Please complete the following if you are not currently a 
Commonwealth/ County employee: 

Are you a former 
Commonwealth 
employee? 

 
Yes 

 
No 

Are you a former County 
employee? 

 
Yes 

 
No 

If yes, what was your 
separation date? 

_____/_____/__________ 

Did you hold regular Civil 
Service status? 

 Yes  No 

APPLICANT INFORMATION (PLEASE PRINT) 
Name of 
Applicant: 

 
Current Job Title: 

 

Home 
Telephone 
Number: 

 
Work Telephone 
Number: 

 

E-Mail 
Address: 

 

If not currently in the same classification as the vacant position, have you taken a Civil Service examination for 
the vacant class listed above? 

 Yes  No 

Do you currently have a second job that you plan to continue while working for the Board of Probation and 
Parole?  

 Yes  No 

If yes, please describe: 
 
 

Are your school/employment records 
listed under another name?  If so, please 
provide: 

 

Are you currently (via supplementary employment) or have you ever been employed in a prison, jail, lockup, 
community confinement facility, juvenile facility, or other institution other than with the Pennsylvania Board of 
Probation and Parole? 

 Yes  No 

If you answered “yes,” please provide the name of each location/employer along with the dates you were employed/working at the location in 
the space below.  If additional space is needed, use a separate 8.5 x 11 inch paper.  Ensure you include your name and the last four digits of 
your Social Security number on any sheet attached. 

 

1 
Have you ever been convicted of sexual abuse in a prison, jail, lockup, community confinement facility, 
juvenile facility, or other location? 

 Yes  No 

2 
Have you ever been convicted or civilly/administratively adjudicated to have engaged in or attempting to 
engage in sexual activity in the community by force (overt or implied), coercion, or involving a non-
consenting victim? 

 Yes  No 

3 Have you ever been involved in, as the alleged perpetrator, in any incident of sexual harassment?  Yes  No 

4 
Do you currently have any outstanding arrest warrants or summons (including traffic violations), criminal 
and/or civil charges pending against you? 

 Yes  No 

If you answered “yes” to any of the questions above, you must provide full details on a separate sheet of 8.5 x 11 inch paper.  Include your 
name and the last four digits of your Social Security Number on the top of each page and reference the question number with your response. 

OFFENDER AFFILIATION 
Do you have a relative, friend, or acquaintance who is currently incarcerated, or who is an offender currently 
being supervised by the PA Board of Probation and Parole or any other County or State probation office or under 

Federal supervision? 
 Yes  No 

If you answered “yes” to the question above, please provide their name(s), relationship(s), location(s) of their confinement or their 
supervising agent, and a detailed explanation of the extent of your contact in the space below.  If additional space is needed, use 8.5 x 11 
inch paper.  Include your name and the last four digits of your Social Security Number on the top of each page and reference the question 
number with your response.  A “yes” answer is not an automatic bar from employment.   



 

 
PRE-EMPLOYMENT QUESTIONNAIRE – ALL Applicants 

All employees are required to attend a one (1) day New Employee Orientation Program (NEOP).  Are you willing 
to attend this training? 

 Yes  No 

All employees are required to sign up for direct deposit of their paychecks and travel expense reimbursement.  
Do you acknowledge this policy? 

 Yes  No 

PRE-EMPLOYMENT QUESTIONNAIRE - Parole Agent Candidates Only 
Parole Agents must work independently/alone outside office settings canvassing neighborhoods, entering 
offenders’ homes, and meeting with offenders in prisons.  Are you willing to work under these conditions? 

 Yes  No 

Parole Agents must interact with offenders regardless of race, gender, mental/physical handicaps, and serious 
health conditions.  Are you willing to work under these circumstances: 

 Yes  No 

Are you willing to be called any time of the day or night to handle an arrest/detainer of an offender under your 
supervision? 

 Yes  No 

Are you willing to wear, carry, and use protective devices such as ballistic vests and pepper spray?  Yes  No 

If hired, you will be required to attend the Basic Training Academy for up to eight (8) weeks near Harrisburg, PA 
(training includes but is not limited to:  firearms, defensive tactics, and personal safety techniques).  Lodging is 
provided and you will be required to stay overnight, Monday through Friday.  Attendance and successful 
completion of basic training is mandatory.  If you are unable or unwilling to comply, you will not be considered for 
employment.  Are you willing to attend this training? 

 Yes  No 

Except when management determines there is an operational need, any new employee hired or transferred into a 
Parole Agent position will be required to remain within the appointing authority seniority unit for a minimum period 
of two (2) years from the date of appointment or transfer.  Do you acknowledge this policy? 

 Yes  No 

Parole Agents work holidays and weekends.  Do you acknowledge and agree to this schedule?  Yes  No 

CERTIFICATION OF VACANCY BID FORM 

I solemnly swear or affirm that this Vacancy Bid Form contains no misrepresentation, falsification, omission, or concealment of 
material fact, and that the information given by me is true, complete, and correct to the best of my knowledge and belief.  I am 
aware that all information and statements given by me on this Vacancy Bid Form may be subject to investigation.  I am further 
aware that should any investigation at any time disclose any such misrepresentation, falsification, omission, or concealment of 
material fact from any information I supply, I may no longer be considered for employment and/or be subject to disciplinary 
action, up to and including dismissal from my position should I already be employed; and that I may be subject to prosecution 
for perjury or other criminal violations as punishable by law. 

 

AUTHORIZATION TO OBTAIN INFORMATION 

I, the above named applicant, having made application for employment with the Pennsylvania Board of Probation and Parole, 
request that the Pennsylvania Board of Probation and Parole be informed as to my background and character.  I hereby 
authorize the Pennsylvania Board of Probation and Parole, or any entity acting on their behalf, to investigate and ascertain any 
and all information concerning my background and character, which may pertain to my qualifications to be considered for 
employment.  I understand that such information may be obtained from any person, document, or other source, and I hereby 
expressly authorize the release of any such information and/or document. 
 
I hereby release the Pennsylvania Board of Probation and Parole, any person or entitle acting on their behalf, and all other 
persons from any liability as a result of releasing said information to the Pennsylvania Board of Probation and Parole, or any 
person or entity acting on their behalf.  I further understand that in consideration for said release, the Pennsylvania Board of 
Probation and Parole will regard all information as confidential and shall not release the same to any other person without my 
express, written consent. 
 
I understand that I will be fingerprinted during the hiring process if I am a considered candidate.  I certify that a copy of this 
Authorization to Obtain Information is as valid as the original that was signed by me.  I further certify that I have read and fully 
understand the foregoing statements.   
 
Finally, I understand that failure to submit all requested documentation as instructed in the “How to apply” 
instructions using the forms linked to the Job Posting will automatically remove me from consideration for 
employment. Questions or additional information can be obtained by calling 717-787-5699 ext. 1322. 
 

Have you included: 
     Signed current PBPP bid form                               Your most recent EPR           
     Completed and signed SCSC application              Voluntary demotion letter, if applicable 

Applicant Signature:  Date: 
 

     
          



 

FOR BOARD OF PROBATION AND PAROLE USE ONLY  Not Eligible  Eligible 

Current Status:  Regular  Probationary  Wage  Non-Civil Service 

Current Title:  Pay Range:  

 You do not have regular or prior Civil Service status. 

 You are currently in a Non-Civil Service position; therefore, you are not able to bid on a Civil Service position. 

 You do not meet the Minimum Experience and Training Requirements for this job title. 

 
You should participate in the testing program for this job title.  Contact the State Civil Service Commission at 717.787.7811 or 
www.scsc.state.pa.us.   

 Your application was not received by the closing date of the vacancy announcement. 

 Promotion without examination does not apply to this position. 

 Another employee holds contractual rights to this position. 

 You may only be considered for reinstatement to a position in the same or comparable class for which you held regular status. 

 You do not have a minimum of one year in the next lower classification. 

 You may be considered through the State Civil Service Commission list of eligibles. 

 You must occupy or have previously held regular Civil Service status as a ___________________________. 

 As a current Parole Agent, you have not met your two-year commitment with the appointing seniority unit.  Therefore, you are not 
eligible to bid on positions until __________________________. 

 Other:   

Evaluator:  
Phone 
Number: 

 Date:  

 
 
 

http://www.scsc.state.pa.us/

