
 
 

PERSONAL HISTORY QUESTIONNAIRE (PHQ) 
 COVER SHEET AND INSTRUCTIONS 

 

 
 
 
ACADEMY TELEPHONE NUMBER:  (540) 853-2649  
ACADEMY FAX:     (540) 853-1114  
      
Staff: Lieutenant, Academy Director  

Sergeant, Assistant Academy Director 
Background Investigator:   (540) 853-5441 
Background Investigator:   (540) 853-5438 
Range Master:   
Recruiter:    (540) 853-5646 
Wellness Coordinator:  (540)853-6406 
Civilian Training Coordinator: (540) 853-2649 

 
Instructions for Filling Out the PHQ: PLEASE READ THIS INFORMATION CAREFULLY   

 

• It is imperative that you have your application filled out NEATLY, COMPLETELY, & PROPERLY.    

• Please make sure there are no time periods which are unaccounted for.  

• DO NOT sign the “Authorization for Release of Information” until you are in the presence of a 
Notary Public. 

• DO NOT put any military service in the employment section. Your military or reserve service goes 
in the military section only. 

• The PHQ is due back within TWO (2) WEEKS of the Police written testing date. 

• Use all ELEVEN reference spots; giving the full address and email address for each reference. 

• You must provide all your former and present employer information including; full address, 
phone number, time you worked at that employer, reason for leaving, etc…… 

• If you need more space to write in any section, type the information on another sheet of paper 
(using the same format as in the PHQ) and attach it to the back of the PHQ application. 

• There will be a delay in the pre-employment process, if you fail to complete the PHQ properly and 
attach the required documents.  

 
PLEASE FURNISH COPIES;  WE WILL NOT ACCEPT ORIGINAL DOCUMENTS, OF THE FOLLOWING: 
 

� 3 COPIES      BIRTH CERTIFICATE           (USE FULL SIZE SHEET OF PAPER FOR EACH) 
� 3 COPIES     SOCIAL SECURITY CARD    (USE FULL SIZE SHEET OF PAPER FOR EACH) 
� 3 COPIES     DRIVERS PERMIT      (USE FULL SIZE SHEET OF PAPER FOR EACH)  
� 1 COPY  MILITARY DD-214      (IF APPLICABLE) 
� 1 COPY   MARRIAGE LICENSE     (IF APPLICABLE) 
� 1 COPY        DIVORCE DECREE     (IF APPLICABLE) 
� 1 COPY        HIGH SCHOOL DIPLOMA OR G.E.D. CERTIFICATE  
� 1 COPY        COLLEGE DIPLOMA     (IF APPLICABLE) 
� 1 COPY        OFFICIAL TRANSCRIPTS FROM EACH SCHOOL YOU ATTENDED  

                     (HIGH SCHOOL & COLLEGE) 



 
 
CALL THE HIGH SCHOOL AND ALL COLLEGES YOU ATTENDED.  HAVE YOUR OFFICIAL TRANSCRIPTS 
MAILED TO:  Roanoke Police Academy 

 
 Attn: Background Investigator  
 5401-B Barns Ave, NW,  
 Roanoke, VA 24019 
 

*Hand carried transcripts WILL NOT be accepted unless they are sealed by the school with the school 
seal *Order your transcripts A.S.A.P. because this process can take 2 – 4 weeks  

 
 

 
PHYSICAL FITNESS (AGILITY) TEST 

*If you successfully pass the written test, the physical fitness test will be administered immediately 
afterwards 
 
*Please be sure to bring comfortable, athletic attire to complete the physical fitness test. 
 

 
PHYSICAL FITNESS (AGILITY) TEST INCLUDES: 

 Shuttle Run (Time Limit of 29.3 Seconds) 
 Obstacle Course (Time Limit of 1 Minute & 30 Seconds) 
 
*The details of the  test can be found as a link on the City’s website, under the Police job description.   
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