
 
 
 
 
 

Recruit Prison Officer 2016 
 

Stage 2  
Familiarisation Material 

 
 
 

 

 
 

 
 

This is an important document. 
 

You are advised to set time aside to read it in advance of your 
test. 

 
 

 
 
 
  
  



  © Public Appointments Service  Assessment Centre Familiarisation Material 

 Recruit Prison Officer 2016  Page 2 
 

 
Dear Candidate, 
 
Based on your results at Stage 1 of the selection process for Recruit Prison Officer 2016, you have 
been invited to participate at Stage 2. 
 
At this session, you will be required to undergo a series of tests designed to identify competencies 
required for the role.  
 
You will be required to take the assessments in a supervised environment at the Public 
Appointments Services Offices in Abbey Street, Dublin 1. 
 
You will also attend an orientation presentation by the Irish Prison Service about the organisation 
and the role of a Recruit Prison Officer.  
 
This familiarisation material will help you understand what you have to do and what you can expect 
during this test session.  By working with this information, you can ensure that you perform to the 
best of your ability.  
 
Information on subsequent stages of the selection process will be made available to those 
candidates who are invited to progress. 
 
Please pay particular attention to the documents listed on Page 7. If you are successful and 
are invited to Stage 3, you will be required to bring these documents with you on the day. 
 
 
Thank you, 
 
PUBLIC APPOINTMENTS SERVICE 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
© Public Appointments Service, 2016 
The reproduction of any part of this document by any process whatsoever is breaking copyright law 
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Introduction 

The purpose of this document is to introduce you to the format of the tests that you will be sitting as 
part of Stage 2 of the Recruit Prison Officer selection process.  This document contains a 
description of the tests being used. 
 
The aim of this document is to ensure that you are comfortable with the test format and are aware of 
how to do your best in the test situation. 
 
Stage 2 of the selection process will comprise the following three aptitude tests: 

 
a)  Verbal Reasoning (17 minutes for 30 questions) 
b) Numerical Reasoning (17 minutes for 18 questions) 
c) Assessment Questionnaire (35 minutes for 76 questions) 

 
 
In order to qualify at Stage 2, candidates must achieve the minimum qualifying standard on all 3 
tests.  Those who do not qualify in all 3 tests will receive no further consideration in this campaign.  
 
Candidates will be called to Stage 3 on the basis of their Stage 2 order of merit placing. The number 
to be called forward will be determined from time to time based on the requirements of the Irish 
Prison Service.   
 
What to expect at your Stage 2 Test Session 
 
The tests will take place in Public Appointments Service, Chapter House,  
26- 30 Abbey Street Upper, Dublin 1.  
 
At the tests you will join a group of other applicants to take your assessments in a supervised 
environment.  The format of the session will be explained, after which the tests themselves will be 
introduced.  You will sit three separate tests: Verbal Reasoning; Numerical Reasoning and an 
Assessment Questionnaire.  All of the tests will be administered on-line.  
 
To help you feel comfortable with what you have to do the Verbal and Numerical tests will be 
preceded by some example questions.  Following the examples you will have an opportunity to ask 
questions before starting the actual tests. 
 
You must not start any of the tests until your administrator tells you to do so.  
Candidates who begin the test before the „START‟ has been announced, and/or while the examples 
are being done, run the risk of being disqualified. 
 
In advance of your test… 
 
Make sure that you know where the venue is and can locate it.  
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Allow yourself sufficient time to reach the Assessment Centre venue, at least 15 minutes before your 
session is scheduled to commence. 
 
The session will last approximately 2 hours.  You should be aware of this when making your travel 
arrangements. Please be aware that you will not be permitted to leave the centre during any of the 
tests, as you may cause a disruption to others.  
 
Dress comfortably and appropriately.  Remember that you will be sitting for a long period and during 
that time you may cool-down or warm-up as the test session progresses. If you wear glasses or 
contact lenses remember to wear them or bring them with you. 
 
When you get there -  
No bags, belongings, mobile phones or other electronic devices are permitted in the testing suite.  
Candidates who do not comply with this requirement will be required to leave the test room.  Any of 
the above items found will be removed and may result in the candidate being disqualified from the 
campaign. 
 
The Public Appointments Service will provide a room in which these items may be stored.  However, 
the Public Appointments Service accepts no responsibility for the security or safety of these items. 
 
To prevent disturbance to other candidates in attendance, the use of devices with audible alarms 
e.g. watches, stopwatches, etc., is not permitted in the test venue.  Two wall clocks are available in 
the test centre for your use and timers are shown for both the verbal and numerical tests on the day.  
 
Requests for a change to a candidate’s allocated session will only be considered in 
exceptional circumstances. 
 
 
During the test session. 
You will be provided with all materials needed to take the tests e.g. pens, rough work paper, etc.  
 
Each test will be preceded by a set of brief instructions. Listen carefully to the instructions. You will 
have an opportunity to ask questions before the actual tests commence. 
 
Test day Checklist 
Before you arrive at your test centre, please ensure that you have the following items with you: 
 
1. A copy of your invitation to attend. 
2. Photo Id. 
3. Passport photo (please write your Candidate ID and sign it on the back)  
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Stage 2 Tests 

1. Supervised re-tests (of previously taken Verbal Reasoning and Numerical Reasoning 

tests) 

All candidates invited to Stage 2 will be re-tested on the Verbal Reasoning Test (17 minutes) and 
Numerical Reasoning Test (17 minutes). These tests will be conducted on-line in the Public 
Appointments Service‟s computer test-suite. These tests will be of similar nature to the tests you 
took online at Stage 1 of the selection process.  
 
Note: If your performance on these supervised re-tests is outside the expected scoring range of 
your unsupervised test result you may be excluded from the campaign and your application will 
receive no further consideration. 
 

 

2.  Assessment Questionnaire 

In order to assess your potential suitability for the Recruit Prison Officer role, the Assessment 
Questionnaire collects information on (A) your skills, interests and preferences and (B) your 
responses to a number of scenarios. 
 
 
Part A)  
 
The first part is broken down into three sections, you will be given 
 

 a series of statements and you are asked to indicate how well each of the statements 

describe you. 

 a series of statements about what you would like your job to entail. 

 a series of tasks and skills, and you are asked to rate yourself against these tasks/skills. 

It is important that you answer each of the questions honestly. 
 
 
 
Part B)  
 
In this section you are presented with scenarios.  These scenarios are not based in the prison 
environment so you don‟t need any knowledge or experience of the Irish Prison Service in order to 
answer the questions.  The scenarios do, however, measure the competencies required of a Recruit 
Prison Officer.  
 

For example, you might be given the following scenario;  
 

“You overhear a colleague, Ryan, complaining that his manager never listens to him. You know 
his manager and are aware that she is an excellent manager who cares about the views of all of 
her staff.” 
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Each scenario has a number of responses.  You should rate each response for its appropriateness. 
 

a. Ask Ryan if he would like you to talk to his manager about it. 
 

b. Tell Ryan that his manager probably does listen but that he may not always appreciate 
that that is the case.   

 
c. Tell the manager what you heard but do not inform Ryan. 

 
d. Watch Ryan and his manager for a while before doing anything. 

 
e. Do nothing. 

 
For most real life situations, there is no completely perfect solution, but you should try to find 
solutions that meet the needs of the situation well.   
 
 
 
Please use the following scale to identify how appropriate each response is.  
 

 Good response - that meets the needs of the situation well 
 

 Adequate Response – that is acceptable but may not fully meet the needs of the situation 
 

 Weak Response – that falls below the acceptable level and does not address the core issue 
 

 Bad response – that is incompetent, misses the point and would be perceived to be 
unacceptable 

 
 
 
You should consider each option as if it were the only one you would take.  For example, in reality 
you might begin by watching Ryan and his manager (response d) and then, if you can‟t find out what 
you need to know, you might ask Ryan if he wants you to talk to his manager (response a).  
However, that is not an option here.  
 
Not all of the questions necessarily have a „Good‟ response as one of the options, or even a „Weak‟ 
or „Bad‟ response.  If, for example, you felt all of the responses to one scenario were „Weak‟ then 
feel free to mark them all as „3‟s.  Similarly, if you felt they were all „Good‟ or „Adequate‟ you could 
mark them all as „1‟s and „2‟s.  Rate each response on its own merits. 
 

 

Honesty Contract 
Integrity and honesty are key values within the Irish Prison Service.  As potential employees you are 
expected to honour these values, both in how you approach this competition and by agreeing to 
follow the rules and procedures laid down.  By taking part in the selection process, you are 
confirming that you are the person named on the application and you agree to complete the tests 
honestly and without assistance.  A third party must not personate a candidate at any stage of the 
process.  Your attention is drawn to the Important Information set out in Appendix 2. By accessing or 
attempting any assessment/test materials you are agreeing to be bound by the terms set out. 
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Success at Stage 2  
 

In the event you are successful at Stage 2 and invited to Stage 3, you will need to bring the 
following documentation. 
 
1. Your valid Passport or driving licence and photocopy of same*. 
2. The Long version of your Birth Certificate and photocopy of same. 
3. Qualification to determine your eligibility for the Recruit Prison Officer Campaign, please see 

appendix 1 for eligibility criteria.  
 
a) If you are claiming eligibility for the Recruit Prison Officer based on your Leaving Certificate (LC) you 

need to provide the Public Appointments Service (PAS) with the original coloured version of your 
Leaving Certificate. 

 

OR 
 

b) If you are claiming eligibility by way of qualifications other than the Leaving Certificate you must 
provide the PAS with all original certificates to prove this eligibility. 

 

*If you do not have the identification documents mentioned at 1 above, one of the following will suffice 

as Photo ID: 
  

 Public Services Card 

 National Identity Card 
 

If your Identification document was issued more than five years ago and your photo no longer 
resembles you,(e.g. passport photo taken when you were a child) you must also bring additional photo 
identification with a more recent photograph. 
 
 

Please take note of the following: 
 

The Leaving Certificate Statement cannot be accepted if: 
 

 It has the words ‘Statement of Provisional Results’ printed on it. 

 This certificate was issued to schools in the August of the year you completed your Leaving 
Cert. 

 

 The actual coloured version of your cert and the one required is not issued to your school until 
March/April of the year after you complete your Leaving Certificate. 

 

 Please note that between 2006 and 2011 the coloured version of the Cert was not issued to 
schools. 

 

 If you need to obtain a copy of your Leaving Cert ‘Statement of Provisional Results’. You 
should login to www.examinations.ie  and request your original. This will take approximately 2 
weeks to issue to you and cost €14.50.  You can also request it free of charge but this takes up 
to 6 weeks. 

 

 If you are successful at interview your application will not progress further unless PAS have 
been provided with the Coloured version of your Leaving Cert Statement of Results, or 
equivalent and all other required documents. 

 
 

AS YOU MAY RECEIVE SHORT NOTICE TO ATTEND FOR INTERVIEW,  
 PLEASE MAKE ARRANGEMENTS TO GATHER THE ABOVE RELEVANT DOCUMENTS.  

 

http://www.examinations.ie/
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IMPORTANT INFORMATION 

Terms and Conditions 
 
Your attention is drawn to this important information. By accessing or attempting any assessment / 
test materials you are agreeing to be bound by the terms set out below. 

 
1. All test and assessment materials are subject to copyright and all rights are reserved. 

No part of the tests/ assessment materials (including any text, questions and/or 
potential answer options) or associated materials (including practice and/ or 
familiarisation materials) may be reproduced or transmitted in any form or by any 
means including electronic, mechanical, photocopying, printing, photographing, 
recording, written or otherwise, at any stage. To do so is an offence and may result in 
you being excluded from the selection process. Any person(s) who contravenes this 
provision, whether an applicant or other, or who assists another person(s) in 
contravening this provision, is liable to prosecution and/ or civil suit for loss of copyright 
and intellectual property. 
 

 
2. Your attention is drawn the Commission for Public Service Appointment‟s Code of 

Practice for Appointment to Positions in the Civil and Public Service.  In particular 
please note Section 5 - Responsibility of Candidates (see below). 

 
Canvassing 
Candidates should note that canvassing will disqualify them and will result in their 
exclusion from the appointments process. 
 
Candidates‟ obligations 
Candidates in the recruitment process must not: 

 Knowingly or recklessly provide false information 

 Canvass any person, with or without inducements 

 Interfere with or compromise the process in any way. 
 
A third party must not personate a candidate at any stage of the process.  
 
Penalties for failure to comply 
Any person who contravenes the above provisions, or who assists another person in 
contravening   the above provisions is guilty of an offence. A person who is found guilty 
of an offence is liable to a fine and/or imprisonment. 
 
If a person found guilty of such an offence was or is a candidate in a recruitment 
process, then: 

     Where he/she has not been appointed to a post, he/she will be disqualified as 
a candidate 

     Where he/she has been appointed subsequent to the recruitment process in 
question, he/she shall forfeit that appointment.  
 

3. The admission of a person to the competition, or invitation to undertake any element of 
the selection process is not to be taken as implying that the Public Appointments 
Service or the Irish Prison Service is satisfied that such a person fulfils the essential 
requirements. 
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4. The Public Appointments Services (PAS) uses fair and objective tools in the selection 
process to measure the skills and abilities required for the role. It is critical for PAS to 
be fair to all candidates. PAS is aware that from time to time candidates can face 
difficult circumstances that might impact on their ability to perform effectively in the 
selection process.   
 
It is important to be aware that candidates must let the PAS know of any extenuating 
circumstances prior to taking the tests or during the testing session, and any documentary 
evidence must be supplied within 5 working days.  
Please note that submission of such document(s) is not a guarantee that the 
circumstances outlined will alter the decision/outcome.  A candidate who takes the tests 
and who subsequently claims extenuating circumstances will not be considered.  
 
Examples of possible extenuating circumstances include illness, injury, hospitalisation or 
bereavement. 
 
Candidates have a responsibility to ensure that they are able to perform to the best of 
their ability. Therefore issues such as tiredness, nerves due to the nature of the tests, 
having to travel to tests or expectations that the candidate would perform better than they 
did, are not considered as extenuating circumstances.  
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Appendix 1 

Before attending Stage 2 you are advised to make sure you are eligible to compete. 

Conditions for Entry – Eligibility 
 
To be eligible for selection as a Trainee, an applicant must:  
 

On or before 29th July 2016: 
 

(a) Age 
 Be at least 18 years of age i.e. must have been born on or before 28th July 1998. 

 

(b) Educational Qualifications 
Applicants must have achieved: 
 

(i) in the Established Leaving Certificate, a minimum of grade D3 at Ordinary Level or 
C3 at Foundation Level, in at least 5 subjects*, or                   

(ii) A Merit in the Leaving Certificate Applied programme; or 
(iii) A minimum of a Level 5 Major award on the National Framework of Qualifications 

(NFQ); or 
(iv) A recognised relevant qualification (minimum Level 5 on the NFQ), which in the 

opinion of the Public Appointments Service is acceptable in terms of standard, level 
and volume of learning. 

 

 *A Pass or above in the Links modules subject may be counted as one subject.  A 
combination of two or more examinations/assessments may be permitted in 
determining eligibility. 

 

Recognition of other qualifications 
The Public Appointments Service/Irish Prison Service may verify the validity of qualifications other 
than the Leaving Certificate with Quality and Qualifications Ireland (QQI).  
Applicants should not contact QQI directly. Candidates may however, refer to www.naric.ie which 
offers advice on the academic recognition of foreign qualifications in Ireland. 
 

(c) Citizenship 
 

 (i) be a national of a European Union Member State, or  
 
(ii) be a national of a European Economic Area State or the Swiss Confederation; or  
 

(iii) be entitled under section 3, 18 or 24 of the Refugee Act, 1996; to the rights and privileges      
specified in section 3 of that Act, or  
 

(iv) have had a period of one year‟s continuous residence in the State immediately before the 
29th July 2016, and during the eight years immediately preceding that period, have had a 
total residence in the State amounting to four years.  Periods of illegal residence or 
residence as an asylum seeker in the State do not count for this qualifying five year 
period. 

 
 

Determining eligibility requirements 
You should note that candidates’ qualifications/eligibility may not be confirmed until the latter stages 
of the selection process, therefore, those candidates who do not possess the essential requirements 
on the closing date for the competition and who proceed with their application are putting 
themselves to unnecessary expense and will not be offered a position from this campaign.  
Candidates who are unable to show that they hold the required qualifications may be withdrawn 
from the campaign at any stage.  An invitation to test, interview or any element of the selection 

http://www.naric.ie/
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process is not acceptance of eligibility by the Public Appointments Service and /or the Irish Prison 
Service.  


