
IRVING POLICE 

DEPARTMENT

PERSONAL HISTORY STATEMENT 



Personal History Statement

� The information contained in your P.H.S. will 

allow the Background Investigator to conduct 

a complete and thorough process for hiring.  

The citizens of Irving, and the Irving Police 

Department are seeking those applicants that 

display specific positive qualities and 

characteristics.



Personal History Statement

We are seeking applicants who show:

� Integrity

� Honesty

� Decision making skills

� Common sense

� Good judgment

� Communication skills

� Physical fitness

� Discretion

� Maturity

� Personal responsibility

� Independence

� And other positive 
characteristics



Personal History Statement

� Being truthful, honest, forthcoming, and at the 

same time accepting responsibility for past 

behavior and mistakes is vital to the process 

of hiring.

� Issues of concern not disclosed, but 

discovered by the Investigator will lead to 

disqualification.



Personal History Statement

� The information contained in your P.H.S. will 

only be viewed by those with the necessary 

credentials to do so.

� This means the background investigator is 

not going to share with your spouse or 

significant other details you have included in 

your P.H.S.



Personal History Statement

� Following the instructions for the P.H.S. 

completion will increase the probability of 

proceeding through the background process 

in a timely manner.



Personal History Statement 

� Make copies of blank P.H.S. before writing on 

it.

� Use black ink to PRINT all information.

� Answer all questions and complete each 

section to the fullest.





Personal History Statement

� If a question or section does not apply to you, 

please write N/A on the top line of the 

section.  You do not need to put N/A in each 

and every blank.





Personal History Statement

� Always read the instructions for each section 

before beginning.  

� Avoid errors by completing the copy first, 

then transfer it to the original. 

� We are looking for mistake free P.H.S. which 

means no scratch outs or XXXXX. 





Personal History Statement

� Blanks left in a section that should be filled in 

will be viewed as incomplete and the 

possibility of being eliminated increases.

� Make sure the information in the P.H.S. is 

correct, complete and up to date.



Personal History Statement

� The background investigators will not be 

responsible for locating and or completing 

your P.H.S. omissions



Personal History Statement

� Any family members, references, employers, 

or others mentioned in the P.H.S. should 

have their best contact numbers listed, and 

when possible an email address.



Personal History Statement

� Any section which does not give you enough 

space to list all required information should 

be listed on a separate page with a 

corresponding reference section number, or 

continued on the blank pages included in the 

back of the P.H.S. 





Personal History Statement

� Family members information should be up to 

date.

� Ex family (in laws) should also be listed.

� If you are engaged, please include your 

future in laws information.



Personal History Statement

� You will need to list all your schools attended 

(elementary, Jr. High, Sr. High, and colleges).  

� Years attended refers to the calendar dates: 

example (90 – 94)



Personal History Statement 

� Military time in the employment section 

should be listed as one complete term.

� Except if you were deployed while a reservist 

and you were employed at that time 

somewhere else.



Personal History Statement

� Extended Military training or assigned duty 

stations should be listed on a separate page 

with base, phone numbers and supervisors 

contact information.



Personal History Statement

� If you had breaks of employment, please 

indicate them with an explanation and dates.

� If the business is no longer open, list all 

information required and note that it is no 

longer open.



Personal History Statement

� Your Best Friend and other references should 

be those that you speak with often, 

participate in activities with, and share joys or 

concerns with.

� These do not generally include your high 

school coach, principal, Sunday school 

teacher, elderly next door neighbor growing 

up, etc…



Personal History Statement

� For those who have been in the military for 

the past years, you may not have 5 

references that you would refer to.

� Please list those you can, and write an 

explanation as to why you do not have the 

reference section completed.



Personal History Statement

� When answering the questions regarding 

criminal activities (drugs, alcohol, penal code 

violations) understand that admitting to 

something is not an automatic disqualification 

from the process.

� HOWEVER:



Personal History Statement

� If you fail to list something, and it is then 

discovered during the background process it 

will be grounds for your elimination.

� Remember we are not going to “tell your 

mom”.  Be honest and upfront. 





Personal History Statement

� Documents REQUIRED:

� Copy of drivers license

� Copy of Social Security Card

� Copy of vehicle insurance card

� Certified Birth Certificate and or naturalization papers.  
� We will also accept a regular copy of a birth certificate if on the test day during 

orientation, the applicant brings an original and the copy.  We will verify the 

original birth certificate and return the original to the applicant.  We will document 

on the copy that an original was verified.  

� Copy of certified high school transcripts



Personal History Statement

� Documents REQUIRED cont:

� Copy of transcripts from each college or university 
attended

� Even if all the hours are transferred to one

� Copy of Marriage &/or Divorce decree

� Copy of DD214 plus any evaluations, disciplinary 
or commendations awarded



Personal History Statement

� Documents REQUIRED cont:

� Copy of all citation dispositions and all arrest 
dispositions

� Citation and arrest dispositions are obtained by calling the court where 

the citation was issued or the arrest was made.  This document shows 

what was done with the citation or arrest (paid fine, community service, 

deferred adjudication, dismissed, etc.)  If this document is not available 

when the court is called, please note the date, name of person the 

request was made to, and reason why the document is not available on 

the application.  

� Copy of all accident reports (if a report was made)



Personal History Statement

� The P.H.S. and all paperwork, documents, 

and attachments should be turned in or 

mailed to:

� Irving Police Department

ATTN: Personnel 

305 N. O’ Connor Rd

Irving, TX.  75061



Personal History Statement

� The documents that you have to send off for 

can be mailed to the same location.  

� We understand you will not have some of 

these by the P.H.S. due date, so order them, 

and put a “sticky note” or separate sheet 

detailing what documents were ordered.

� We will accept ordered documents past the 

due date as long as they were ordered before 

the due date. 



Personal History Statement

� DUE DATE FOR P.H.S.

� Friday, following the test day

� Before 5:00 PM
� Applicants are encouraged to submit the P.H.S. early.  It can 

be turned in two weeks prior to the test day by emailing it to 
policephs@cityofirving.org or by direct mail.  It can also be 
turned in on the test day.  



Personal History Statement

� If you mail your P.H.S. to the Irving Police 

Department make sure you get it in the mail 

with enough time for it to be received before 

the due date and time.  

� Remember - ordered documents can be 

received at a later date, but not the P.H.S.



Personal History Statement

� From this point forward if you have questions 

regarding the P.H.S. you may email:

� sfarish@cityofirving.org

� acortinas@cityofirving.org

� lcraft@cityofirving.org

� We will respond to your questions in an 

appropriate time. Be sure to include a phone 

contact number if we need to call and speak 

with you.



Personal History Statement

� You will be contacted in a timely manner by 

your ranking of the Civil Service Test.

� If you are not selected to continue in the 

process for hiring you will receive a letter 

from the City of Irving stating so.  

� You may email one of the Investigators for a 

further explanation if applicable.



Personal History Statement

� Thank you for applying with the Irving Police 

Department.


