259-008-0020
Personnel Action Reports

(1) All law enforcement units and public or private safety agencies shal-furnish-to-the
Department must submit the name;-address; and other pertinent information concerning any
newly appointed public safety professional to the Department on a Personnel Action Report
(DPSST Form F-4) within ten (10) business days after employment.

(a) A Department (DPSST) number will be established for each newly appointed employee
identified on a Personnel Action Report (DPSST Form F-4) if:

(A) The individual is employed in a certifiable position as a police officer, corrections
officer, parole and probation officer, telecommunicator or emergency medical dispatcher;

(B) The individual is employed as a reserve police officer; or

(C) An individual’s employer has submitted a written request identifying a demonstrated
law enforcement need for an employee to obtain a DPSST number and the Department has
approved the request. These positions may include, but are not limited to:

(i) A federal officer authorized by the Department to make arrests under ORS 133.245;

(ii) An individual who operates an Intoxilyzer or other law enforcement device for which a
DPSST number is necessary: or

(iii) An individual who is required to file a police or other criminal justice report for which
a DPSST number is necessary.

(b) No DPSST number will be assigned to an individual who has not been identified as a
newly appointed public safety professional unless approved by the Department.

(2) Whenever public safety personnel resign, retire, or terminate employment, are promoted,
demoted, discharged, deceased, take a leave of absence, or transfer within a law enforcement
unit, or private or public safety agency, the department head shall report this information to the
Department on a Personnel Action Report (DPSST Form F-4) within ten (10) business days of
the action.

(3) All applicable sections of the Personnel Action Report (DPSST Form F-4) must be completed
and signed by the department head or an authorized representative.

(4) All applicants shall furnish to the Department on a Personnel Action Report (DPSST Form F-
4) their social security number. The social security number is used to accurately identify the
applicant during computerized criminal history (CCH) and Department record checks and to
verify information provided by public safety officers under the Act in connection with revocation
proceedings.



[ED. NOTE: Forms referenced are available from the agency.]



