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Foreword 

The Tennessee Law Enforcement Planning Agency is required by LEAA guidelines 
to conduct evaluations of twenty-five percent of all grants awarded by TLEPA 
in each of the various program areas. Under program E-5, Law Enforcement 
Train.in.g, the "Basic, In-Service and Specialized Training Grant" (274A-74-4.02-E5) 
awarded to the Metropolitan Government of Nashville-Davidson County was selected 
for evaluation by TLEPA staff members. The purposffiof the evaluation were to 
study :the utilization of grant funds, to reviey operating procedures, and to 
provide recommendations for improvement. 

The evaluation team consisted of three TLEPA staff members. They are: 

Ron Ingram, Criminal Justice Planner 
Phil McGovern, Criminal Justice Planner 
Brenda Pendergrass, Planning Aide II 

The on-site evaluation was conducted March 4, 1975. This evaluation primarily 
addresses the acad~my's organization and administration, its support services, 
and its training operations. \\fe do not profess to have attended to all the 
details of an academy's operation. However, we do believe we have dealt with 
the more important ones. 

By its inherent nature an evaluation such as this one is essentially a critique. 
Thus, emphasis is necessarily placed upon those areas where change or improvement 
is indicated. Therefore, we want to take this opportunity to commend the academY' 
staff for the high level of services they are now providing. Grant funds are 
being effectively utilized to provide training, equipment, and materials neces
sary to operate a training academy which is responsive to the needs of a modern 
~t1:'opolitan police force. 
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ORGANIZATION AND ADHINISTRATION 

Organization 

The current organizational structure is adequate for present academy programs. 
However, as new programs artd facilities are developed, such as specialized train
ing and a firearms range, an evaluation of the organizational structure ,o[Quld 
be appropriate. As the programs expand, there will be a need for more clearly
defined responsibilities and lines of authority. 

.Administration 

Management Practices 

There is not a formal policies and procedures manual for the academy. The 
Director of the Academy should have a formal system of administrative pro
cedures'to facilitate the planning, directing, controlling, and orderly develop
ment of the academy. The manuals and other written directives must be currently 
maintained and periodically reviewed in order to seek improvements through 
self-analysis and comparative evaluations. 

Fiscal Management 

The academy develops its own budget separate from the departmental budget. This 
system should be continued. 

Grant applications are submitted in a timely manner and reimbursement requests 
are prompt. Any problems are efficiently resolved by staff members. 

Planning 

The academy does not conduct any formal long-range planning. The present plan·
ning effort projects only one year into the future. It is suggested that the 
academy develop a comprehensive plan which will chart the development of the 
academy over the next five years. This plan should then be updated on a yearly 
basis in order to maintain a five-year projection. This method of planning 
would provide necessary information for determining future training needs and 
for preparing needed budgetary infopnation. 

Short-range planning is adequate. \\feekly staff meetings are.cortducted for 
planning purposes and for discussion of current problems. 

Recommendations: 

Develop a Policies and Procedures Manual 

Continue present budgetary practices. 

Establish five year planning goals through the development of a comprehensive plan. 

Continue to conduct regularly scheduled staff meetings. 
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SUPPORT SERVICES 

Facilities 

Study Area At present the library is the only suited facility for a study 
area. It is available fO'r students to use during the day. Plans should be 
considered for enlargement for future class loads for adequate seating. 

Library reSOUl:ces Most of the new textbooks ordered have been received, but 
they are lacking reference books and outside materials pertaining to law 
enforcement. These outsidG materials which include jou1~a1s and current pro
fessional periodicals have been ordered. The academy is also in the process 
of obtaining materi.a1s bearing directly on corrections and courts to benefit 
the students. Another student aid to be purchased is single copies of packaged 
training materials for individual student use in improving specific skills. 

classroom space The classroom space is very adequate at present. Some class
rooms can accommodate up to fifty students. These same classrooms can be sub
divided tQ make 2 separate classrooms for smaller class loads. 

Printing facilities Currently' the acade~y has an offset press, which is showing 
signs of age. The academy reproduces many handout materials for the students' 
use. Future plans should include Cl better maintenance program concerning their 
press, or the purchase of a new press to meet printing needs. 

Office space Office space is very adequate. Each instructor and officer has 
his own office space. In some offices there were 3 people per office, but it 
was noted there was adequate space and storage. I see no future needs of 
extra office. space within the next few yean; . ., The staff of 19 'which has just 
been expanded from five is adequate for present student enrollment in classes. 

Recommendations: 

Enlargement of seating area for library 

Purchase of a new printing press 

CLASSROOMS 

Lighting The academy's classrooms are equipped with a regular overhead lighting 
system plus a dimmer switch to adjust the brightness level of the lights to 
be used, for example, for less light during films. 

Ventilation There are no problems in this area due to the fact :t.hat there is 
no smoking allowed in the classrooms. 

A/V Provisions A projection room is located between 2 classrooms so films 
and filmstrips can be shown simultaneous to two classes. ~ve foresee no 
future problems. 

Refreshment area There are no cafeteria facilities in the academy. They do 
have a kitchen area available to ell the students. It is a fully-equipped 
kitchen with stove, ref~igerator, and oven. The students are responsible for 
keeping it clean. 
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Gymnasium The academy has a full-sized gym available to academy students as 
well as Metro policemen. The gym is a mUlti-purpose gym, it will be used as 
a gym as well as an audito"t"ium. Beneath the gym is an.exercising area equipped 
with an all pUl:'pose exercising machine for the benefit of students and Metro 
policemen. Th~: academy extended the opening hours of the gym until 10:00 p.m. 
so more of the ,.po1icemen on shifts would be able to use the gymnasium. So far, 
lllorking out in .the exercise room has been. on a volunteer basis, but they have 
plans of encoUl;aging partiCipation in a regular exercise program for physical 
fitness. 

TRAINING 

Training Advisory Committee This committee is still in the planning stages. 
So far, the aeademy relies on 3 to 4 people for advising the academy on train
ing operations. This committee should be bet'veen 10-20 members in size. The 
members should be appointed by the Director to serve three-year staggered terms. 
The Committee vlOu1d aid in determining the needs of training for the academy 
and in keeping the need analysis current and the instruction effective. 

CLASSROOM OPERATIONS 

Length of periods Classroom periods are .divided up into fifty-minute periods 
throughout the day. This time proved to be the best length in o'rder to keep 
the attention of the students and to allow for the learning process. 

Mode of instruction The MLETA instructors utilize ali resources available to 
them in several different types of instructions. Of the approximate one hundred 
and sixty :v'i1ms at the academy, seventy-five percent are shown to ~tudents dur~ 
ing the training period. Approximately of the eight hundred hours of instruction 
to the trajLnees, forty-four hours is audio-visual. The instructors also use 
lectures, :simu1ation, role-playing, and outside speakers. He feel the 'students 
are receiving a well-rounded mode of inst;cuction. 

Night c1a~ises There are no night classes presently at the academy except a 
firearms <!lass when night conditions cannot be simulated. We foresee no other 
need than. that except for a defensive driving course at night. Both of these 
courses should be taught at night under similar conditions that the trainees 
will undergo when they are in ~he field on the job. 

Size of classes Class size mostly depends on the number of qualifying students 
that arE: hired by Metro. 

Lesson plans Lesson plans are required from both police instructors and outside 
instructors. The lesson plans are approved by Sergeant Ross and Officer Manning 
who in turn submit the plans tc Captain Bowlin. Lesson plans are updated periodi
cally to keep abreast of new or improved techniques in all areas. Emphasis is 
being placed on the writing of lesson plans 'to use specifically delineated student 
performance objectives in carrying out instruction and testing. 
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Film accessibility The projection equipment the ?cademy now has is not 
of the best condition. This in turn is causing greater wear and tear on their 
present films not to mention new films on order. It is suggested that new 
projection equipment be purchased to save on damage to the films in the future. 
The cost \70uld ;;tlso be justified because of the amount films are used in every 
day teaching of the students at the academy. 

A/V inventory dissemination At present no organized system is set up for 
films or equipment available to outside instructors. Most of-the regular 
instructors are familiar with the audio-visuals at the academy. It is suggested 
an information sheet be developed listing films and equipment. Also, the 
academy needs a remote control'for instructor operation of the current projectors 
located inside the A/V room in order that he can start and stop presentations 
without leaving his class. 

Library services There are sufficient textbooks available to all students. 
Just recently the instructors reviewed textbooks currently used by the academy 
and several were found to be outdated. Therefore, it is suggested that re
search be done by staff members to review textbooks and choose those most 
appropriate for courses offered. Also, during this research the staff should 
add any books that appear to be of value to law enforcement officers to the 
present library. 

Use of the library now is on a voluntary check-out system which proves ade
quate now. But problems can be foreseen with more student enrollment and an 
increased library. 

Research More research needs to be done in specific areas relating to law 
enforcement. New techniques should be thoroughly researched before being 
introduced in class instruction. At present each instructor keeps abreast of 
happenings in his particular teaching field. With their present workload, 
it is difficult for instructors to keep up in their field. It is suggested 
that one staff member be in charge for conducting needed research in all-law 
enforcement related areas for 1:-fLETA.Basic contacts should be made with colleges 
that specialize in psychology, sociology, political science, law enforcement, 
and education. 

Recommendations: 

Night simulation classes for firearms and a defensive driving course 

Writing lesson plans to use specifically delineated student performance objectives 

Purchase of a new film projector 

Develop infonnation sheet for audio-visual aids and equipment 

Purchase of a remote control for instructor operation of current p'rojectors 

Staff members review present textbooks for updated material for their courses. 

Put one staff member in charge of conducting research in all law enforcement
related areas for }fLE'fA. 
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GENERAL TRAINING OPERATIONS 

Curriculum development Sergeant Ross and Officer Manning develop the cur-' 
riculum for the academy according to a subjective needs assessment. A reevalu
ation of the training curriculum through a job analysis of Tennessee law enforce
ment is already underway by a state agency. This job analysis will be used by 
the }fLETA staff to restructure basic training along the empirically derived 
structure it will possess. 

In the past, the MLETA staff has not defined its specific courses in terms 
of student performance objectives and listing operational evidence of successful 
student learning. It is recowmended that steps be taken that all future courses 
of instruction be required to be laid out according to student performance ob
jectives and that current instruction be upgraded to these standards within the 
next 18 months. 

Student performance standard Each trainee is evaluated at the end of his 
first six weeks and every six w'eeks thereafter until his graduation. 

Student critiques Until this past year student critiques were not being used. 
This year a ques tionnaire was sent to gradua.tes of MLETA who had been in the 
field a little over one year. They were asked to evaluate theiir training 
against what.they actually used on the job. The comments provided good feed
back to the academy in which courses needed more or less emphasis. It was ad
vised that this questionnaire be continued each year. 

The students are now asked to evaluate their instructors after the completion 
of each training session. This enables the instructors to keep abreast of 
their teaching methods. 

Student examinations Each ,instru.::.tor makes up his own tests for his course. 
These individual course tE'sts are usually given once a week. Sergeant Ross 
and Officer Manning compile a general test that is given every 3 or 4 w~eks. 
Information usually is repeated in certain areas. Then, a final exam is given 
to the trainees at the end of their training period which is a composite of 
the 20-week study. 

Division of course material Course materials are broken up among instructors 
,according to their fields of speciality. Course training is broken down into 
modules, since all courses do not require the same amount of teaching hours. 
The MLETA is already using the method of team teaching which is highly effective. 

One area that needs research at MELT A is the area of self-paced individualized 
instruction. Materials are available presently for purchase and placement in 
the library to be used for remedial training or in-service training within the 
stctte. More emphasis should be placed in this area. 

Firearms-physical fitness tests These performance areas are graded on a 
point system. A trainee must qualify with a set number of points in order to 
pass the qualifying score set by Metro in the firearms performance tests. 
The physical fitness test must be passed before entering the academy. Through
out the training, progress is charted on certain physical skills and trainees 
are expected to show improvement by the end of the training period. 
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Aw'ards system for students }fLETA has established an award system for outstand
ing students in the academy. From the staff a cash award and trophy is presented 
for the highest overal~ scholastic average. Also, the. American Legion Post #83 
gives plaques for the top three scores in firearms. . 
Recommendations: 

Restructure basic training according to job analysis 

Courses of instruction should be laid out according to student performance 
objectives 

Student critique be continued from past graduates of MLETA 

Evaluation of instructors after each course of instruction by students 

Research into the area of self-paced individualized instruction 

Maintain awards system for top students in the class 

INSTRUCTIONAL QUALITY CONTROL 

Student oriented instructional methods Students are encouraged to participate 
in as much role playing as possible. Instructo.rs make use of all available 
materials at the academy such as: audio-visual materials, VU-graph slides, 
movies, slide projections. Team teaching, role-playing and simulation are also 
used about 45% of the time. 

Student failures Once a student fails a test, there is no making up the test. 
The student sits down with the instructor and they review the test to try 
and locate the student's weakness, in order that he may correct it for the 
general tests later on. If repeated failures occur the student is dismissed. 

Self-paced instruction At present there is no self-paced individualized 
instruction. Packet materials are on order now for individualized instruction. 
More research needs to be conducted in this area for the academy. With anti
cipation of larger classes in the future, this type of instruction may prove 
to be the most effective. 

Monitoring and evaluation of instructors The instructors are evaluated by the 
students at the end of each course. }~ETA is also in the process of developing 
a periodic monitoring of all instructors for evaluation of methodology and content 
of instruction. Captain Bowlin periodically drops in on instructors while they 
are teaching for his perl30nal evaluation of them. 

Classroom time Assessment of instructor workload should be maintained due to the 
fact that as more instructors are added, this factor will become more important. 
At present the academy emphasizes that no instructor be assigned at any time more 
than 20 hours per week of classroom duty and that optimally he should be given 
from 12 to 15 hours per week of classroom time. The Director maintains his ad
ministrative flexibility for efficient use of staff during fluctuations of demand, 
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but should delegate the responsibi:'ity for scheduling to one of his assistant directors. 
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Class scheduling Class scheduling is handled by ~ergeant 
instructOl:s' classes w:i.ththe courses taught: Ther: ~:ve 

Ross. He coordinates 
been no problems with 

d . the p.'. '-st ·and shall be con t~nued a", .' this proce ure ~n Cl-

Curriculum breakdown 
spent per subject. 

NASDLET recommends the following percentage of time be 

Introduction to C. J. System 
Law 
Human Values & Problems 
Patrol & Investigation Procedures 
Police Proficiency (force, arms, etc.) 
Adm.i.nistration 

Recommended 
Time 

8% 
10% 
22% 
33% 
18% 

9% 

MLETA 
Time 

9.22% 
9,47% 

19.79% 
32.01% 
21.04% 

8.47% 

O
f the academy's time per related fie1d~, the figures. 

After comparison . b h' d' everal subJect areas. Th~s 
show only a slight degree of be:ng e ~ndr~~t~c changes, but should be watched 
slight difference is not suffic~ent for Otherwise, no problems are foreseen. 
and not drop below present percentages. 

Recommendations: 

Maintain close watch on each student's progress 

. d simulation during class instruction 
Encourage more use of ro1e-p1ay~ng an 

No instructor be assigned at anytime more than 20 hours per week of classroom 

duty 

.. 
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Student Personnel 

This area was not adequately evaluated due to the absence of all student personnel. 
The students were involved in a search for a missing child during the ~veek the 
evaluation was cunducted. 

A review of student personnl.:l policies and procedures with the administrative 
staff revealed no significant problems. Students are given a list of rules and 
regulationS upon entering the academy. Academy uniforms are provided to the 
students, who are given relatively strict daily personal inspections. A com
prehensive personnel file is maintained on each student. The academy director 
has disciplinary authority up ~o dismissal. Any dismissal action is taken in 
conj unc tion with the chief of pol ice and involves tyro formal hearings. No 
changes are recommended in this area. 

Non-Staff Instructors 

The academy utilized outside instructors in courses such as psychology, soci
ology, political science, and education who are compensated at the rate of 
$10 per hour. The team teaching method is utilized in conjunction with the 
non-staff instructors. This agency endorses the team teaching method as it 
adds to the relevancy of the instruction and demonstrates the academy's belief 
in the importance of the instruction being offered~ 

The academy should require all non-staff instructors to submit lessons plans 
to maintain control over material taught. Also, a written:evaluation should 
be completed on each non-staff instructor. The present procedure of having 
students complete evaluation forms and staff members monitor outside instructors 
should be continued. 

Recommendations: 
~ 

Continue use of non-staff instructors and use of team teaching in conjunction 
with outside insbructors. 

Require lesson plans from non-staff ;instructors 

Conduct written evaluations of non-staff instructors and discuss. the evaluation 
with each instructor. 

Staff Personnel 

The academy staff has recently been increased from five officers to 19 officers. 
This is an e~cellent manning level which reflects management's cormnitment to 
the training effort. If maintained at this level, it should result in both an 
improvement in the quality of instruction, as well as an increase in course 
offerings. The present number of instructors is sufficient to allow for continual 
research and upgrading of instructional material by the instructors. 

'£he workload of each instructor varies from week to week. The number of class
room hours per instructor ranges from 12 to 15 hours per week. If possible, 
no instructor should be jssigned more than 15 classroom hours per week. This 
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would leave sufficient: time for each instructor to research, evaluate and upgrade 
his curriculum on a cC:lntinual basis, as well as provide sufficient time for any 
extra duties. 

In vie~y of the re.cent increase in staff, the present system for use of audio/ 
visual equipment does not appear to be adequate. There is no indivdual as
singed responsibility for this equipment, nor is there a preventive maintenance 
program for the equiprrlent. One instructor should be assigned to coordinate 
auido/visual services and equipment, which would include (1) a/v acquisition, 
maintenance, and contl:ol, (2) instruction in a/v techniques, (3) instruction 
in use of a/v materials, and (4) other related tasks. 

Selection Criteria For Academy Staff 

, There are no formal criteria for selection of academy staff members. There 
! is an informal requi'cement that an instructor should have two years of field 

;
' experience and generally some type of specialized training and education. It 

is also an informal requirement that an instructor should attend a pol;i.ce in
I structor's school w:Lthin one year of his appointment. 

I 
The suggested criteria listed below incorporate the academy requirements and 
expand upon them. However, it is important to maintain the ability to waive 
any particula~ requirement as may be necessary in order to achieve the best 
selection possible for academy staff. 

1. Adequate experience for position 
2 •. Demonstrated teaching expertise 
3. Good employment record 
4. Good disciplinary record 
5. Meritorious awards, if possible. 
6. Extensive personal training record 
7. Proven ability de~onstrated through prior assignments 

~ 

These criteria are intended only to define areas of emphasis. The selection pro
cess should remain as flexible as possible within these broad guidelines. It 
is further suggested that new staff members be selected on the basis of pro
viding additional instructional expertise. A majority of the staff instructors 
should be trained in one or more of the following areas: (1) management 
of police training, (2) evaluation methods, (3) validation, (4) testing, 
(5) audio/visual skills, and (6) defensive tactics and physical training. 

Notice of position vacancies and particular areas of need are distributed 
throughout the department. This practice should be continued in order to secure 
the best possible selection. 

Selection Discretion 

It is recommended that the academy director continue to have full authority 
in selection of personnel under his charge. 

Staff Professional Development 

The current manning level shoQld ellow sufficient time for professional develop
ment activities. Profe~sional development activities should be encouraged by 
the director and sufficient funds should be budgeted. for th:i.s purpose each year. 
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The academy presently tries to allow each instructor to attend at least one 
professional development school or seminar per year. This practice should be 
continued and should be given high priority within the,academy. 

There is no formal program whereby a trainer periodically spends time gathering 
information in the field. It is recommended that each instructor be required 
to periodically undergo tours of fi-2ld service, or field observation, in order 
to keep their instruction viable and their knoY7ledge of conditions current. 
As a guideline, it is recommended that the assignment initially be one week 
of field service per year. 

Recommendations: 

Attempt to assign no more than 15 classroom hours per week for each instructor 

Assign one instructor additional duty as audio/visual coordinator 

The academy director should continue to have full authority in selection of 
personnel under his charge. 

Provide for staff professional development, using the guidelines disc'Ussed in 
this report . 

Each instructor should be required to periodically' undergo tours of field service. 

Firearms Range 

The academy is still using the firearms range located at Tennessee State 
Penitentiary. This is an unsatisfactory arrangement in vie~v of its distance 
from the academy, the need to coordinate its use 'Ivith DOC training, and the 
engineering of the range. 

" :r. A new firearms range for the academy is near completion. Weather conditions 
have hampered construction efforts, but it is estimated that the. range will be 
completed in three to four months. The range will measure 100 yards by 100 
yards. It. will be equipped with a static turning system, running man system, 
dueling target system, and bullet trap system, all of which will be purchased 
with grant funds. Completion of the ne~v firearms range should resolve all 
difficulties in this area. I 

FIELD TRAINING PROGRAM 

Around the 16th week of basic training police recruits work in the field for 
a period of 16 hours per week for 3 to 4 weekends in order to receive field 
training. The days chosen for said training are ou Fridays and Saturdays as 
police workloads are generally heavier during these days of the week. Before 
the recruits are sent to the field, they are given a two-hour briefing by 
training academy staff on what is exPected of the recruits during the training 

~--------------~------------~------

12 

sessions. Emphasis is made that the recruits are observers and trainees while 
engaging in field training and should not assume the role of commissioned 
police officers. Following each field training exercise, a critique is held 
during which questions are answered and discussions encouraged concerning events 
which took place during the, training sessions. 

Assignments of rookies to veteran offic.ers are made by station captains. An 
evaluation form is currently being prepared by training staff which will be 
completed by the veteran officer with ~vhom the rookie is assigned. An 
evaluation form on the recruit is presently filled out by the training officer 
which indicates the rookie's field performance. No evaluation is carried out, 
however, on the veteran police ,officer. Also of interest is the fact that 
no standards exist which dictate the type of veteran officer to which the 
rookj,e should be assigned. As stated above, this decision is made by the 
captain of each station. 

During field training exercises, recruits fill out police reports which are 
,the same reports filled out by the veteran officer. Reports completed 
by the recruit are reviewed in a class setting and by training staff officers. 
Recruits are involved in every call assigned to the veteran officer but make 
no decisions relative to the police action taken. 

We have included as an appendix to this report a copy of the Oregon Field 
Training Manual as taken from the IACP Hodel Recommendations. 

In-Service Training 

In-service training has been mandatory throughout the department since January 
1974. It consists of forty hours of classroom instructi·on plus firearms quali
fication. The training sessions last eight hours per day. A training record 
is maintained on each participant. The curriculum is approved by the Tennessee 
Law Enforcement Training Academy. At the completion of each session a ~est is 
administered to the participant by a field representative from this agency. 
Those failing to pass the test are required to complete the training again on 
their Oym: time. Present procedures are in accordance with agency requirements. 
Therefore, no changes are recommended. 
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Specia.1ized, Supervisory, Management, and Executive Training 

The academy does not at this time offer any specia1ize~ training. All such 
training is provided to officers by sending them to schools and seminars con
ducted in other states, such as the University of Georgia's Institute of Govern-o 

ment and the Southern Police Institute at the University of Louisville. The 
expense of such training necessarily limits the number of officers who can 
participate. More importantly,most of this training is funded under this 
year's training grant. It will not be possible to fund any such out-of-state 
travel under next year's grant in view of the decision by the Tennessee Law 
Enforcement Planning Commission not to fund out-of-state trayel for training. 
The lack of specialized trainirig is viewed as the academy's greatest weakness. 
However, it should be noted that staff members indicated that serious consider
ation is being give:r:J. to implementing such a training program. 

It is strongly reconunended that the academy implement a program of specialize:d, 
C supervisory, management, and executive training. It is also suggested that 

the following specialized courses be made available at least once a year. 

A. Criminal Investigation 
B. Evidence 
C. Fingerprints 
D. Traffic 
E. Motor Vehicle Accident Investigation 
F. Drug Enforcement 
G. Juvenile.Offenders Course 
H. Police Photography 
I. Middle Management 
J. Executive Development 
K. Defensive Driving 

It is further reconunended that the department make first level supervisory 
training mandatory for an officer that is promoted within the first year~of 
his promotion. 

Recommendations: 

Implement a program of specialized, supervisory, management, and executive 
training 

Speciality training should be provided at least once yearly. 

First level supervisory training mandatory for an,.c"Qfficer that is promoted 
within the first year of his promotion. F~~~·,~-j I) 
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Rating of Recruit Training 

To measure the perceived impact of the Metro P;D. Police training 
acade~y upon trainees, the evaluators requested that the department send 
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out a consumer evaluation to each participant of their last class graduating 
December 20, 1974. TheI.°e were 26 questionnaires circulated and 13 returned-., 
a 50% response rate. 

Figure 1 shows the average responses from the survey: 

FIGURE 1 

METRO P.D. TRAINING ACADEMY 
CONSUMER RATING r---r-~--~--~----~---

1. Your feelings about the adequacy of 
basic training prior to initial 
assignment -
Average response 6.5 

2. Quality of staff instruction -
Average response 6.5 

3. Quality of training COIIhlient -
Average response 6.3 

4. Sufficient amount of time spent 
in training -
Average ~esponse 6.7 

5. _. Relevancy of training to 
actual duties -
Average response 6.2 

'.J' 

6. Overall quality of training -
Average response 6.5 
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Additional.comments were varied and only-one ~eflectedidentical 
concerns: perce loved need for additional law and ordinance training - 3 
res~or;ses: Each of the following areas were mentioned once. - Need additional 
tral.Ul.ng l.n: report "(Y'riting, patrol procedures, searching buildings booking 
procedure,.s:-arch and seizu;re and emergency medical. One conunented ~hat the 
lengt~ tral.nl.t;g ;.should be- snortened to 12-14 weeks and another felt human 
relatl.ons tral.Ul.ng was a "uaste, of time." Si~ made an ad:litional s Of" 
comment that they felt the training was "great". pecl. l.C 

The .~taff of the ~tro ~rc:-ining Academy is currently enga~ed 
of.eva:uatl.ng the recrUl.t tral.nl.ng curriculum. One of the methods 
uSl.ng :s to ask ~raduates of~ne year to rate their training. The 
for thl.s evaluatl.on are found in Appendix I. 

in a project 
they are 
rating forms 
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Final Rem.arks 

It was the unanimous opl.nl.on of the evaluation team that the Metropolitan 
Naslw'ille/Davidson Cotmty Polic~\ Training Academy is a highly professional 
organization, fully capable of meeting the needs of the department. it serves ." 
Grant funds awarded to the academy by this agency have been effectl.ve1y 
utilized to implement training programs and to equip the new' training 
facility. We have made many recommendations in this report. It is our hope 
that we have given you something to think about and that you will consider 
our recommendations as exactly what they are meant to be, our best thinking 
for the Metro Training Academ~. We very strongly believe and encourage that 
the staff should take it upon themselves to make their own plans for the 
future;. Due·to the inevitable misinterpretati9,ns and misunderstandings of 
material presented in written form, we encourage you to call us at apy time 
for clarification of any of the points listed in this evaluation. Please 
let us know if we can be of any assistance. 



------~--~}~--~----~~----------------------------------

Appendix I 

" 

EVALUATiON OF RECRUIT TRAINING 

METRO POLICE DEPARTMENT TRAINING ACADEMY QUEST10NAIRE 

I. GENERAL SURVEY: 

I . 

I 
/

' 2. 

(I 

What assignments have you had since your graduation from the 
Training Academy (include special assign~ent5, assignments 
such as zone commander, senior officer, etc.)~ 

Do you feel that the MPDTA (Metro Po/ice Department Training 
Academy) prepared you sufficiently for your various assignments? 

YES NO 

COMMENT: 

·~:'3. Do you fee I that your superiors understand and appreci ate your 
' .. - trainIng at the MPDTA? 

YES 

EXPLAIN: 

NO 

( I ) 
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.' 

I 

!J 
III 

4. !n talking wi+hother officers concerning the MPDTA, thelr 
at tit u d ei s : 

FAVORABLE 

EXP LA IN: 

UNFAVORABLE -OTHER 

5. Has there been a change of attitude in you about law enforcement 
in general since your graduation from the MPDTA? 

YES NO ---
If yes, what Is the nature of your change? 

I I. A MEASURE OF IMPROVEMENTS NEEDED IN MPDTA: 

(As you know, there should be as few obstacles as possible that 
hiQder o~e's performance whi)e at the MPDTA. It is essential 
that'~hey be recognized and eliminated for true program improve
ment,' Following is an effort to measure problems and obstacles 
you encountered at MPDTA.) . 

For each of the fol lowing Items place a check in one of the 
spaces accordi ng to the fo Ilodi ng sca Ie: 

o WAS NO PROBLEM AT ALL 
, THOUGHT OF IT (AND MAYBE HEARD OTHERS DISCUSS IT~ 

BUT NOT A PROBLEM FOR ME 
2 WAS ·A MINOR PROBLEM FOR ME 
3 WAS A ,MAJOR PROBLEM BUT I WAS ABLE TO COPE 

WITH I.T 
4~ - A TRULY SERIOUS PROBLEM IN THE PROGRAM AND 

INTERFERED WITH MY WORK 

STAFF AND THE MANAGEMENT OF PROGRAM 

a, Quality of instruction 

b. Attitude of instructors 

c. Amount of work expected 

d. Depth in content of 
instruction 

e. Instruction sufficiently 
problem oriented 

f. I nstructi on usefu I for 
future tasks 

g. Accessibility of staff for 
help with prob lems 

h • Ad e qua cy 0 f s t a f f for he I p 
with problems 

i. Too much discipline 

j. Manner of enforcing discipline 

k. Amount of instruction time 

I. Grading...system 

m:..· C I as s~ rH.)'.j;:BS req u j re me nt-

nT Not enough discipline 

, 

0 I 

: 

(CONTINUED NEXT PAGE) 

( 3 ) 

2 3 4 

-
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PERSONAL EXPERIENCE OF THE PROGRA~ 

a. Worry about grades 

b • 

c. 

d. 

e. 

f . 

Competition with others 

Inadequate study time 

Inadequate place to study 
(home or elsewhere) 

Not enough exercise 

. Attitude toward fel low 
students 

I . g. 

h. 

i. 

(Use g~1 for additional personal 
p:oblems with the program .not 
listed above) 

.111. CURRICULUM EVALUATION: 

. 
0 r 2 3 4 

,/-

0 

\. Di~ you feel sufficIently 
(01 v I I Se rv ices Po I I cl es 
Court Time Pay, etc.)?' ' 

brrefed on departmenta I bene\" ts 
Employee 8.enetlts, Payroll Procedures 

YES NO 

COMMENT: 

( 4) 

;:. 

, 

2.' Do you feel sufficiently oriented as to the function of 
varioUS divisions and sections of the department? 

, 3. 

YES 
NO 

.Dld you feel sufficiently Informed .5 to the functions ~nd 
relationship of the varioUS other law enforcemen! agencieS r 

(FBI, Secret Service, T81, etc.) and hoW to obtain assistance 

. from them when needed? 

YES 
NO 

COMMENT: 

4. PART A: Did you feel sufficiently informed on all aspects 
of the criminal law? 

.. 
PART B! 

COMMENT: 

. YES NO . ---
What have been some of your major·difficulties in 
applying what you learned (or did not learn) in the 
criminal law to actual street situations? (PL~ASE 
COMMENT IN DEPTH) 

~-.- ' .... " 

-------.~~--------------------~---------------------------~------

.-~.~----------------------~--~------------------

(5 ) 

JJ 
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.' 
5. What training did you not recleve at ~PDTA that you now 

wish you had? 

; 6. Would you reduce or increase the general education courses 
at rvlPDTA (oral presentation, report wirting ski lis, sociology 
for police, etc.)? 

REDUCE __ _ INCREASE 

·COMMENT: 

--------------------------:..".,'-. ----

""'.;-.~~~~-' 
" 

;:'A~ 

·~~I·l:.,. 

..... 

II 
f:" 

Do you have other sug~estlons for adding to the courses offered, 
or dropping/reducing others? 

YES NO 

EXPLAIN: 

---------------------.~. -----------------------------------
( 6 ) 

Ii 
I' I V: 
I: 
~1 
Ii It 
I' il 

;.. 
i , 
I , 

ADMINISTRATIVE CONSIDERATIONS: 

I . 

I 

(2. 

I 

3: 

PART A: Do you feel a wives club should be organl zed? 

YES NO --
PART s: I f yes, what should be the role of the wi'ves club? 

PART A: Have your class notes been useful since your 
graduation? 

YES NO 

PART Have the .pr.in.t·ed han.dout.s .b e.en useful since ,you r s· .. 
graduation? 

YES NO 

PART C: Ho~ would you suggest any of these be Improved? 

" 
Old you find the rules and discipline at MPDTA sUfficient 
and yet not oppressive? Please comment 

YES NO 

COMMENT: 

----____ --I.' ..... ""---~-------

( 7) 

" 
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4 . 

5. 

".! 
, . . ,,' 

Is there an~thlng about Staff/Student relationships that 
. you feel ne~ded improvement? 

-~~,----------------------~--------------------------------~ 

Is there anythIng about the role of the class officers 
that you ,feer should be changed? Please comment 

YES NO 

COMMENT: 

------------------------, .... ----------=-"(..,...--~,'. 

. ~,-------~---------------------------------~-----------

( 8) 
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STATE OF OREGON 

BOARD ON POLICE STANDARDS AND TRAINING 

FlEW TRAINING MANUAL 

FOR 

POLICE i,(iECRUITS 

~ 
tTl 

,. 

This manual is the property of the Board on Police Standards and Training. It has been issued to: 

N.me of Department 

for the purpose of training _______________________________ _ 
Recruit', Name 

Upon completion of the Field Training Program return this completed manual TO the Board. 

Included in this manual are sample forms (BPST #F-21 and BPST ;#:F-22) as well as the actual 
forms BPST #F-23 and BPST #F-24. 

Additional forms 4;:--21 and #F-22 will be furnished each deportment to be used and retained by 
the department. 

DATE RECRUIT HIRED: __________________________ ........:":.--__ 

D.,. Place CI.u No. 

FIELD TRAINING COMPLETED: ___ , ______________________ _ 

NOTE: The Field Training Manual containln~ the Field Training Racord (BPST :#:F-23) and Instruction 
Guide (BPST ,#F-24) must f:oe f,)rwardcd '0 the Board on Police Standards and Training upon completion 
to receive 50 hours training credit toward certification . 



'" FIELD TRAINING PROCEDURES FOR POLICE RECRUITS 

I. What is Field Training? 

Fic.1d Training is a process by which .an individual recruit receives fonnal instruction on the 
job for special and ddined purposes. As part of fl~e recruit training process. a trainee will be 
assigned to a Field Training Officer (coach) who is a police officer especinlly prepared for this 
type of training. The recruit will have various police duties and procedures explained and demon
strated te,' him. As often as practical, the recrui t wiII be required to perform the tasks. 

The Field Training is uesigned to run approximately twelve (12) weeks. It is possible, how
ever, to complete the progrnm in less time if a fu Il-time coach-recruit relationship exists without 
constant interruption by other duties. Upon satisfactory completion of the program and submission 
of the properly executed forms. 50 hours certified training credit will be granted the 

. recruit to\vards the minimum basic training requirement. 

II. P~lrpos.cs of Field Training 

The specialized nature of police work is widely recognized. Formal classroom training and 
limited demonstration. cannot teach the recruit all he needs· to know. Therefore, the recruit needs 
on-the-job training which is the purpose of this program. 

This field training phl1se is intended to give the new recruit instruction. direction. suoer
vision, guidance. and experience so that he may develop good judgment. efficiency, and good 
habits of conduct and appearance. Field Training will serve as an evnluation of both the recruit 
and the curriculum of the training school. The field training period also serves to aid in deter
mining if the recruit meets all the requiremen ts to become a pennanent member of the force. 

III. Important Factors in the Field Training Program 

The Field Traini'ng program is designed to be of the most benefit to a trainee if it is ad
ministered after the trainee has completed at least 200 hours 01 classroom instruction. This 
classroom instruction should be devoted to basic orientation, laws of arrest, use of firearms, 
firearms training on the range, and other procedures which should not be postponed. This gives 
the recruit the basic knowledge and skills needed to operate in the field with a Field Training 
Officer. For a recruit to obtain the utmost benefit from the classroom instruction, a week, or even 
two weeks of orientatIOn in his own department is recommended so that he can better apply his 
classroom training. 

As part of the instructional process, it is necesary that Field Training be conducted in a man
ner designed to develop the technically skilled and professionally oriented officer. Success Of- the 
Field Training program requires the following: 

1. Field Training Officers be carefully chosen from the most skilled and effective officers 
on the force. 

2. F.T.Os. must possess the ability to communicate their knowledge and skills to the recruit 
officer. 

3. F.T.Os. must reflect the highest levels of personal integrity, character and maturity. The 
use of lazy or unmotivated officers must be avoided. 

4. Primary training, defining the F.T.O's. duties, responsibilities and authority must be pro
vided. 

5. In-service training for F.T.Os. covering the latest police techniques, departmental policies, 
and field training concept..: must be provided. Regularly scheduled in-service training 
will also serve to standardize grading and other program mechanics as well as to provide 
a continuing evaluation of recruit development and of the program. 

IV. Responsibility of the Unit Commander* 

When a recruit is assigned to a unit for training, the Unit Commander will be responsible 
for the following: . 

1. Introduction ·of the recruit to as many personnel as possible. 

"U~it Commander r:an be a shift commander, division head, shift sergeant,. or anyone whD 
has responsibility of supervising the Field Training Officer. 
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2. 

3. 

4. 

5. 

6. 

oN 

Familiarization of the recruit with basic operations of the \lnit. This should be done by 
the watch-listen-learn method and not by actual performance of duties. 

Assignment of the recruit to~ether with his appointed F.T.O. to a sector or beat which 
will provide the recruit fulle'st opportunity for orientation during the on-the-job Field 
Training period. The recruit shall be assigned to on~ F.T.O. at 11 time. I~ may be b~ne
ficial to the recruit to be assigned to more lhan one F.T.O. before completIOn of the Field 
Training period so that he can see different personalities in .operation and different meth-
ods used. 
Each week the Unit Commander should discuss with the F.T.O. the progress of the recruit 
in his Field Training program. 
The Unit Commander should personally consult with the recruit and the F.T.O. when the 
F.T.O. believes the recruit \ .... i1l not develop into a successful police officer. If the Unit 
Commander after consultation, is of the opinion that the recruit is not likely to become 
a successful' police officer. he should immediately make his opinions and recommendations 
known to the proper authority .. 
The Unit Commander will submit the completed F.T.O. Weekly Progress Report, Evalua
tion Report. Instruction Guide and the Training Record Form to the department head or to 
the proper authority for transmittal to the department head. 

V. Responsibility of the Field Training Officer 

The Field Training Officer 5hould have complete responsibility of the recruit during the Field 
Training assignment. The recruit should always work with the assigned F.T.O. and should have the 
same days off and t1)e same work schedule whenever this is practical. 

The F.T.O. will insure that the recruit is familiar with the complete operations of headquar
ters, including the communications operation, records facility, dett:!ctive and juvenile offices, etc. 

Using the F.T-O. Instruction Guide (BPST" F-24). the P.T.O. shall: 
1. Explain operr.tional procedures and existing policy on all activity encountered during the 

Field Training period. 
2. Acquaint the recruit with the entire district, including. the shortes~ r?utes. to. vari.ous poi~ts 

in the area. He shall make the recruit aware of the locatlon of all puolIc bUlld10gs 10 the dlS
trict, of potential trouble spots. of areas subject to higher criminal activity, the physical 
hazards that exist which would tend to give cover to criminal operations, and any other 
information which would assist the recruit in efficient patrol operation. 

2. Encourage the recruH to look for viOlations of the law, estimated speeds of vehicles, study 
oescripth'e data on the various makes and models of automobiles, and so on. .. ". 

<4. Demonstrate the fundamental ?roc~dures in the operation of police vehicles. The recruit 
shall be required to demonstrate his ability to operate a police vehicle within the first 
two-week period. 

S. Direct, guide, explain, and demonstrate the fundamentals of police wor~ until he .is satisfied 
the recruit completely understands how and why duties are performed 10 a certam manner. 
He should stress police ethics; public, human, and community relations. 

-6. Examine the recruit by questioning him on patrol operations and his knowledge of all the 
other procedures relating to the job. This questioning should be constant t h r 0 ugh 0 u t the 
Field Tralning period. 

"1. Allow the recruit to perform such tasks as he feels the recruit is competent and ready to 
assume 

8. Place his initials and the date in the proper column of the Instruction Guide when he has 
explained and demonstrated the listed task. 

During the Field Training period, the F.T.O. will be observing and evaluating ~he recruit's 
performance. A meaningful evaluation is possible only if the F.T.O. affords the recruIt the fullest 
opportunity to learn. It should bl'! the aim of every F.T.O. to start the recruit on the way to be
.coming the hest police officer in the organization. 

. If a.t any time during the Field Training period the F.T.O. is 'of the opinion that the recruit 
will not develop into a successful police officer, the F.T.O. shall notify his Unit Commander. This 
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notification cnn be as n result of but is not limited t~ the following: lack 9f interest or ability. poor 
c)r improper conduct. inefficiency. incompetency, or anything of this nature. 

VI. Description of Fit,11I Training- Forms ancl ThC'ir Use 

1. FJELD TRAINING OFFICER WEEKLY PROGRESS REPORT (BPST :!±F-21) 
To be execllted bv the F.T.O. (coach) at the completion of each week. The F.T.Q. should con

sult with the appropri<lte officinl to determine what nn acceptable norm or average would be in the 
seven nrens to be evnlllated. The F.T.O. shollld be <1emandh1g but fair in the "general progress to 
date" section. His comments should he specific and should contain recommendations as to how the 
recruit can improve any unsatisfactory ratings. The Weekly Progress Report shall be forwarded to 
~hc Unit Commander after completion. 

2. FIELD TRAINING OFFICER EVALUATION REPORT (BPST =tF-22) 

To be executed by each F.T.O. who has been assigned to the recruit at the completion of 
the Field Training progrnm. The comments should be specific in each of the nine areas to be 
evaluated. The written summary portion of the evalllafion should contain an overview of the entire 
period of time covered by the report. It should cover the partjcular points used to justify the Field 
Training Officers' recommendatio!1s to release the recruit to regular assignments or not, as the case 
may be. To be forwarded to the Unit Commander upon completion. 

3. FIELD TRAINING RECORD (BPST =F-23) 

This record will be filed in the BPST office and will enable the staff to quickly determine 
who the Field Training Officers \vere in the case of each recruit. what assignments wpre covered 
during the Field Training perioci. when t,';le assignments were completed. name of supervisor ac
cepting the record of c(lmpletion, a record of the recruit signing and attesting that he has been 
instructed in all the items listed in the F.T.O. Instruction Guide. and. finally, a record of the de
partment head attesting that the recruit has satisfactorily completed the Field Training program. 

THIS .RECOHD l\'lUST BE FORWARDBD TO THE BOARD ON POLICE STANDARDS AND 
TRAINING'-A1<~TER~C6l\IPLETION TO RECEIVE 50 HOURS TRAINING C RED I T TOWARD --, .. - .... - .- -'- ........ ~- .... 
CERTIFICATION. It 'is recommended that a copy of this record be retained in recruit's personnel 
file within his o\~ dept. 

4 .. FIELD TRAINING OFFICER INSTRUCTION GUIDE (BPST -;7'F-24) 

This guide is a listing of basic police responsibilities, tasks, and procedures that each recruit 
should be familiar with and have at least an adequate amoLlnt of skill in performing. The guide 
poses nu'merous common police activities and provides a method o'f qualitatively evaluating the 
situations which the recruit experiences and his reaction to them. 

The F.T.O. should allow sufficient time for explaining each listed situation. He should ex
plain and demonstrate (if appropriate) the situation .or task before requiring the recruit to perform 
or practice the task. if performance is necessary to gain knowledge or skill. Many of the. pro
cedures will not require performance. only understanding. by the recruit. When such a situution 
exists, the F.T.O. should write N lA (not approprinte) in the spaces provided for demonstration 
and practice. If a listed task or procedure does not apply to your particular department write NiA 
in all three spaces. . 

The Field Training Officer Instruction Guide is to be brought up to date at the end of each 
day's training. 

Upon completion of the F.T.O. Instruction Guide. the F.T.O. should submit the guide to the 
Unit Commander for his further action. 

THIS RECORD MUST BE FORWARDED TO THE BOARD ON POLICE STANDARDS AND 
TRA"iNING A FTEICc-OM PLETf ON TO RECEIVE 50 HOURS TRAINING CREDIT TOWARD 
CERTIFicATION. ---------
VII. Disposition of COlnpleted Fonns 

CompletedF T.O. Weekly Progress Reports (BPST =F-21) and Evaluation Reports (BPST 
#F-22) should be mnintaine" in the recruit's personnel iile within his own department. THE FIELD 
TRAINING MANUAL CONTAINING THE FIELD TRAINING RECORD (BPST #F-23) AND-iN
STRUCTION GUIDE (BPST =F'-~·n MUST BE FORV1ARDEi:fTO THE 'wAlfr5-cfN' POLICE 
STANDARDS AND TRAINiNO'UPONCOMPLE;fION, This is necessary as successfui'comp-ietion 
of this program is one of the ni"i'1imum train,ng standards to be met for certification. 

It is recommended I hat ~. copy of all fo rms be maintained in the recruit's personnel me 
within his own department. 

BPST F .. 21 
(Sample Farro) 

FIELD TRAINING OFFICER WEEKLY PROGRESS REPORT 

I. NAME OF RECRUIT 2. RECRUIT CLASS NO. J. REPORT DATE 

r--- .... ---·---:...---:-::::-------;;M::IO:;:::Ol;-;:C-----j 
~l~AS~T _________ ~F~IR~ST~ _________ ~~=-____ _L_~~~~:7;~~;;::~~~~~~ 

..---- s. WEEKLY PERIOD (CHECK APPROPRIATE BOX) .c. FIELD ASSIGNMENT 

10 2n 30 40 50 60 
70 80 90 100 11 0 12 0 

I b I S• IL' f will assist you in preparing your final eva IUd lion Che~k ~ppropriale boxes in Ihe raling areas s lown e ow. ,nce n" orm 

of the trainee. be a. obieclille d' po.sible. If you wi.h to elaborale further on ;; panicular rating. identify the item under com· 

menl. and make your wrillen evaluation. -, 
NEEOS IMPROVEMENT ACCEPTABLE 

FACTOR Inadequale Fair 
~==~~·-==~-===-~-=-~-:·========================9=========-==================1 

Average Geed QulSl.ndinq 

6. APPEARANCE 

/ Uniform, leather and equipment 

, Posture and carriage (cruiser, office, public places) 

I Personal (cleanliness, hnir, nail~, shave) 

I 
17. COOPERATION AND LOYALTY 

Works toward a common end with others 

Willingness to assume additional responsibility 

Supports his superiors 

Good team worker 

o 
o 
D 

o 
o 

'0 

o 
o 
o 

~-------------------------,----~-, 
o 

o 
o 
o 
o 

I 
I 

8. INTEREST AND ATTITUDE 

Seeks help with problems 

WiIJingness to learn 

Attitude toward constructive criticism 

Accepts direction and discipline 

Attitude to\\'~rd department policies 

Shows pride in his work 

Contributes to good morale 

Confidence in himself 

r---" ' 

o 
o 
o 
o 
o 
o 
o 
o 

, 

o 
o 
o 
o 
o 
o 
o 
o 

o 
o 
o 

o 
o 
o 
o 

o 
o 
o 
o 
o 
o 
o 
o 

o 
o 
o 

D 
o 
o 
o 

o 
o 
o 
D 
o 
o 
o 
o 

D 
o 
o 

o 
o 
o 
o 

o 
o 
o 
o 
o 
o 
o 
o 

,i 9. PUBLIC CONTACT 

Attitude toward citizens DOD 0 0 
I Ability to expr('s!-> himself and communicate D DOD 0 

Ease and bearing DOD 0 0 
I Tact and discretion 0 0 DOD 
.~-co_n __ tr-ol----------____________ --+--O----D-----O----[]-----[J-.~ 
! 10. JUDGMENT 

Common sense 

Judgment under pressure 

DPST .:1--21 (Instructions on reverse Side) 

D 
o 

o 
o 

o 
[] 

o 
o 

o 
o 

.. 
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II. DRIVING ABILITY 

Exercises speed control 

Fnmiliar with defellsive driving practices 

Properly use:; rC'd light and sir en 

Knows the hazards of high-speed driving 

Understands importance of safety 

Parks vehicle properly during officer-violator contact~ 

~-------

12. REPORT WRITING 

Able to express himself in writing 

Uses proper grammar and punctuation 

Produces accurate, complete and neat reports 

Familiar with department reports and understands 
their purpose and use 

Ability to use dictation equipment 

13. GENERAL PROGRESS TO DATE 

14. COMMENTS 

D 
D 
D 
0 
0 
'0 

D 
0 
D 
0 
0 

D 

"IS. fiELD TRAINING OFFICER S!GNATURE 16. UNIT COMMANDER SiGNATURE 

D 0 D 0 
D 0 0 0 
D 0 0 0 
D 0 D 0 
0 0 0 0 
0 0 0 0 

D 0 0 0 
0 0 0 0 
0 0 0 0 

D 0 0 0 
0 0 0 0 

0 0 0 0 

17. DATE 

~~~~--------------~--------------~,.~----~~--------~ 1Sl'~T #f -2.1 

INSTRUCTIONS 
(8PST hF-21) 

These instructions are intended to answer the questions which most frequently arise in the 
use of this form. 

Following are detailed instructions for the completion of each numbered item on the form. 

1. NAME OF RECRUIT: Last name first. Full name is required. 

2. RECRUIT CLASS NUMBER: Insert .the number assigned to the recruit class attended by the 
trainee. If trainee has not attended a basic recruit class, so note in this space. 

,3. REPORT DATE: Date this form is executed by the Field Training Officer. 

/4. fIELD ASSIGNMENT: Show the assignment of the F.T.O. and recruit for the week being 
reported on, I.e. patrol. accident investigation, traffic, etc. 

I f 5. WEEKLY PERIOD: Place an X in the appropriate box designating which week of Field Train
ing the progress report covers. f 

6. through 12. FACTORS: F.T.O. shoula place an X in the box that most clearly denotes an ac
curate evaluation of the recruit. 

13. GENERAL PROGRESS TO DATE: Place an X in the box that most clearly denotes this fact, 
being demanding but fair. 

14. COJ\11\lENTS: Make specific written comments on any unsatisfactory rating. Comments should 
include recommendations as to how the recruit can improve any ratings in "needs improve
ment" columns. 

15. FIELD ,TRAINING OFFICER SIGNATURE: F.T.O. signs in this space prior to submission to 
Unit Commander. 

16. and 17. UNIT COM/HANDER SIGN11'1'URE AND DATE: Unit Commander signs and shows 
date. This should only be done after he has read the Weekly Progress Report and discussed the 
progress of the recruit in the program. 

N~TE: F.T.O. should execute this form after completion of each week's field training. Form is to 
be forwarded to unit commander after execution. ,'; 
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INSTRUCTIONS 
(BPST /fF-22) 

.' 
These instructions are intended to answer the questions which most frequently arise in the 

use of this form. 

v 

1. 

2. 

3. 

4. 

5. 

Following are detailed instructions for the completion of each numbered item on the form: 

NAME OF RECRUIT: Last name first. Full name is required. 

RECRUIT CLASS NUMBER: Insert the number assigned to the recruit class attended by the 
trainee. If the trainee has not attended a basic recruit class, leave. this space blank. 

REPORT DATE: Date this form is executed by the Fjeld Training Officer. 

FIELD ASSIGNMENT: Show the assignment(s) covered by the F.T.O. and recruit during the 
Field Training Period being evaluated. If F.T.O. covered more than one assignment, list all, i.e. 
patrol, accident investigation, traffic, etc. 

FIELD ASSIGNMENT DATES: Show dates of each assignment listed under 4 above. 

6. through 14. FACTORS: The comments on each factor should be specific in the nine factors 
being evaluated. 

15. WRITTEN SUMMARY: The written summary should cover the points used to justify the 
F.T.O.'s recommendation to the Unit Commander that the recruit be released to regular as o 

signments or not, as the case may be. The F.T.O. must sign this form and submit to the Unit 
Commander. 

16. RECOMMENDATION OF UNIT COMMANDER: Unit Commander must make recommendation 
to Department Head as to whether recruit is to be released to regular assignments or not. 
Signature must be present upon submission to Department Head. 

NOTE: This form should be executed by each F.T.O. assigned a trainee upon completion of the field 

training period. 
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fj. 

~. 

~ s 
~ 

F' ~ 
&. 

I 
i 
~ 

t, 
~ 

1 
& 

I 
I 

l 
tJ 

BPST F-22 
(Sample Form) 

FIELD TRAINING OFFICER EVALUATION REPORT 

I. NAME Of RECRUIT 2. RECRUIT CLASS ,/ 3. REPORT DATE 

LAST FIRST MIDDLE 
~. . --. . ... -. -------·-.------------",.--f------'-----L-------- ---~ 

4. FIELD ASSIGNME'NT 5. FIELD ASSiGNMENT DATf.S 
FROM TO __________ _ 

FROM TO ________ _ 

FROM 10 

FACTOR COMMENT 
1--- .... -,--------~---------------------------------------------_4 

6.' ENFORCEMENT CONTACTS 
Evaluate trainee's (1) knowledge of traffic 

and criminal laws nnd pertinent departmental 
policics and procedures; (2) judgment in issuing 
citations' and warnings. and in effecting arrests: 
and (3) ability in detecting, pursuing and appre
hcnding violators and his skill in applying estab
lished methods and tactics during eniorcement 
contacts. 

,---. '-"'--~ 

7. PUBLIC CONTACTS 
What is his attitude,· conduct and language in 

public places'! Docs he discuss police activity in 
public? What appearance and manner does he 
present to the public'! Is he at case or ill at ease 
when meeting the public? Docs he expect and 
accept free handouts? 

~------------------------------------~----------------------------------------------~ 
8. RELATIONS WITH OFFICIAL AGENCIES 

How docs he get along with representatives of 
other law enforcement agencies? Does he have a 
friendly and cooperative attitude with employees 
of other official agencies? 

9. ACCIDENT INVESTIGATIONS 
Docs hc understand and practice recom

mended procedurcs? Does he obtain all neces- I 
sary information? Does he base his opinions on 
factual information? 
~.---------------------------------4_--------------------------------------·~-----1 

10. PATROL OPERATIONS 
Docs he understand and practice proper pa

trol techniques'! Can he identify potential haz
ards? Can he idenlify and is he familiar with 
high crime and traffic incident areas'! Can he 

. identify major thoroughfares and is he familiar 
with shortest routes to various places and topog-
raphy? _" __ . __ , __ ... _____ {(\-. _.-____ -:-___________ .:.. ________ . __ .. _ 

(;:;). 
11. EMERGENCY SITUATIONS 

Docs he have Lhe ability to make proper de-
I c:isions while under pressure'! Can he recognize 

and correctly e\'aluatc true emergency silua
tions? Is p.e familiar with available resources for 
handling emergencies? Can he use approved first 
Did techniques? .---' -.- ... -----'::---t--------....:.-----------------'----------1 
12. REPORT WRITING 

Docs he express himself well? Docs he use 
proper grammar and punctuation? Docs he un
derstand the rlifference between nec()ssary and 
I.Inneces:;ary material? Docs hc pruduce accurate, 
complete and ncal report!;" [s he familiar with 011 pcrtim'nt n'pnrts. and docs he understand 

Chcir purpose and usc:' 

(Instructions on reverse side) (Ovl!r) 

I 
T"""_ 



fACTOR COMMENT 
... 

._ •••• _ ._ 0. __ ' ___ , _____________ 0 • ______ •• _ •• _______________ '. _________ ... __ ._. __ 

13. DRIVING ABILITY 

Docs he exercise speed control and is he fa
miliar with dc!unsive driving practices? Is he 
aware oC the hazards of high-speed driving? 
Does he make proper use ot the red light and 
siren? Docs he have proper concern Cor his own 
safety as well a:; the violator's safely? D:Jes he 
park his vehicle properly during oCCicer-violator 
contacts and accident investigations'! 

---- .-- --... -. -·-------------t------------------------- ---.----
'14. ATTITUDE AND PROFESSIONA~ BEARING 

Docs he have a sincere desire ~o improve 
hlmsell? Does he want to learn? What is his 
aUitude towards his job and the departmf.:nt? 
Docs he accept db'cction properly? 

J 
15. ! 

WRITTEN SUMMARY OF EVALUATION 
J 

I 

-.---_. ------------------------------------------------------------------~ 
RECOMMENDATION TO UNIT COMMANDER 

I recommend (do not recommend) that this trainee be released to regular assignments. 

16. 

SIGNATURE OF FIelD TRAINING Ol'FlCER 

-.--.. --.----------~--~-------.---------------------------------------------------------~ 
RECOMMEN DATION 

I recommend (do not recommend) that this trainee be released to regular assignments. 

------------------------------------SIGNATURE OF UNIT COMMANDER --_._, ., .. 
~ . -"-' - ,---.. , , ... ---------oe;;-- '" -------__ ------~ __________________ ..1 

Pate 2 mOST #F-Z2 
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, 
F·23 

I. Name of Recruit 

BOARD ON POLICE STANDARDS AND TRAINING 
FIELD TRAINING RECORD 

2, Recruit Class Numbe'r 
(If Appropriate) 

3. DosIe ~f Recruit 
Class 

(If Appropriate) 
and sponsoring dept. 

iAsT~'------ -_. FIRST -_ ... _----- .. 
MIDDLE 

r------------------------~---------'-----r---~------------~----------------I 

,_l~_.· N._m_, of :',_CI.d __ T_rd_i"_i"_9 _0_11_"_" .~-t",,~ ~'_ig_"_m_e"_t_+-~_R_~_~_d_T_ra_in_in_g_D_a_le_5 _(i"_C_IU_Si_VC_) T_O ______________ ---l 

2. 
r-------------·----,--------;---------,------;-----------------------------------~ 

3. I 

4'1 ....--'---- ----------.-------_. ----- ----'------,----,-- . --------,- -- ---- --
,This training guide is a listing of basic police responsibilities, t ask san d procedures. The 
I 
:Field Training Officer (F.T.O.) will use this guide during the field training of a recruit. The 
F.T.O. will explain each item, and whenever practical. demonstrate the task or procedure to 
the recruit. When the F.T.O. believes that the recruit is capable of handling a specific task, he 
will require the recruit to periorm the task while he observes. The F.T.O. should pace himself 
to insure that sufficient time is allotted for explaining and/or pel forming e a chan d every 
task. When an item has been satisfactorily ~;I~riormed. the F.T.O. will enter the date of com
pletion in the proper column and initial. ',/his is not an exhaustive list, and when unlisted 
situations arise, the F.T.O. should demonstrate the proper procedure for handling the situa
tion and record such action at the end of the guide. IF A LISTED TASK DOES NOT 
APPLY TO YOUR DEPART!vlENT. PLACE N I A (NOT APPLICABLE) IN THE ALLOTTED 
SPACE. 

7. I have been instructed in all items as recorded in this 
Field Training Guide. 

(Signature of Recruit) 

9. Reviewed by: 

(Signature of Training Reviewer--Title) 

8. 

DatI:' 

10. 

Date 

11. I attest that the above-named recruit has satisfactorily completed the prescribed Field Training 
Program. 

DEPARTMENT HEAD 

BrST W-23 (InstructioDs on reverse side) 
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---------------------------------~-"~~~------r--------------------~--~ 
~ --r 

INS:TRUCTIONS 
(I~PS'l' 1/F-23) , 

r( 

(" .' 

These instructions are intended to a'hswer the questions which most frequently arise in 
the use of this form. J\ 

Following are detailed instructions for;the com~letion of each numhered item on the form. 

1. NAME OF RECRUIT: Last name first. Full name is required. 

2. RECRUIT CLASS NUMBER: Insert the t~uz'n ber assigned to the recruit class attended by the 
trainee. If the trainee has not attended a 'basic recruit class, leave this space blank. 

3. DATE 01.-::' RECRUIT CLASS A1'.rn· SPONSORING DEPARTMENT: Insert the beginning and 
ending date of the basic recruit class attel'l!cfedby the trainee. SJlOW which departm!:nt con
ducted the r('cruit class. If the trainee has not attended a basic recruit class, leave this space 
blank. 

4. NAME OF FIELD TRAINING. OFFICER: List each F.T.O. assigne~ to coach the recruit. 

5. FIELD ASSIGNMENT: List each assignment of the F.T.O. and recruit, i.e. patrol, accident 
investigation, traffic, etc. 

·6. FIELD TRAINING DA'l'ES: Indicate the date the recruit was assigned to each F.T.O. and 
date he was released. 

'I. RECRUIT'S SrGNATURE: Recruit must sign when he has been instructed in all items as 
recorded in the Field Training Guide (BPST #F~24). 

:8. DATE OF RECRUIT'S SIGNATURE: Show date recruit completed the Field Training Program 
and signed the record. 

'9. SIGNATURE OF REVIEWING OFFICER: The person reviewing the recruit's progress would 
sign here. This would be the Unit Commander, Training Division Commander or Department 
Head. 

10. DATE OF SIGNATURE OF REVIEWING OFFICER. 

11. DEPARTMENT HEAD SIGNATURE: Departmen'C Head signs when he has received docu
mentation and is satisfir.d the recruit has satisfactorily completed the Field Training Program. 

NOTE: THIS IS NOT ~ SAMPLE FORM. It should be executed as soon as is practical after 
the field trnining period is satisfactorily completed. Upon attesting and signing of this form 
by the department head, the ,Field Training Manual should be mailed to Board office without 
delay. 

f' ,. i/ '. '---, 
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STATE OF OREGON 

• BOARD ON POLICE STANDARDS AND TRAINING 

FIELD TRAIIN/NG OFFI(:ER INSTRUCT/ON GUIDE 

'p.~rlm.nt fIRST MIDDLE 
<, 

ECRu'n's NAME) 
LAST 

(R , 

\ 
F.r.O. Initi.1 & o.te, 

t 

I. PERSONAL ITE:\IS 
1. POlice, an d the public 

a. D~ino 
crupe 
'~f~~es 

t congregate or loiter at 
scenes, coffee shops, 

'.' 
,I 

"h. Coht 

c. Drivi 

, etc. 

acts - --
-ng habits 

d. Full uniform correctly worn . 
2. Cornman d presence and courtesy 

recaution. prepared for ~. Useof.p 
anything 

4. Persona 1 conduct 
-

a. Srnok ing in public 

b. Offen 
gestu 

sive mannerisms and 
res 

c. Voice and word usage 

5. Accepta 
rewards 

nce of gratuities and 
(departmen~:'l policies) 

6. Rapport with fellow officers and 
supervis ors 

ION FOR PATROL \' .PREPARAT 

\ I. Persona 1 appeorance and hygiel)e 

and eq~ipment check and 2. Unifonn 
rnainten ance .,-' 

4. Infonna Hon necessary for patrol 

5. Roll-cal I procedures 0_ 

bpllined Demonstrated . . 
. 

. 

I 

.' 

, 
. 

-"'"' ._'" 

1 
n ;, .. ··U 
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·6. Patrol vehicle and equipment 
• ins~cc tiorJ 

7. Servic ing the- police vehicle_ 

o III.' ARREST PROCEDURES 

I, 

I 

r 

1. When 
and se 

to effect an arrest (search 
izul'e, constitutibnal rights) 

2. How to effect all arrest . 
a. Die 

mis 
ference between felony and 
demeanor _ . 

h. Usi ng force 

c. Use 
and 

'Of club, chemical agents 
handcuffs 

d. Usi ng the pistol 

al and moral aspects of e. Leg 
shoo ting 

. 
f. Citi zen ar.:-ests -

.. 

~ 

.\ 

3~ Ho~,\!Jo 
females 
lockup 

search a person-(males and 
) in the field and in jail or 

19 arrest; bpok when resistance 4. Resistin 
is real_ 

5. Interier e~ce with an officer's arrest 

. 6. Removi ng occupants from vehicles 

tion to be gathered at time 7. Informa 
of arres t 

'8. Trarispo rting prisoners to station 
. 

of auto; alone, with another a. Use 
offic er 

01 wagon; when to use, • b. Patr 
folIo wing to station 

ssity for cat=e and .. c. Nece 
watc 
from 

hfulness, prevent prisoner 
getting behind officer 

precautions for selected d. Extra 
priso ners -

e. Give 
when 

mileage andradiQ check 
bringing in females 

F T () 'nili.' l. DUe. .. 
--....:.-. 

!J(p,.in.d ~.mon.';aled P"cliCQd 
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.................................................. ~ ............ ~ .. ~ ...................... ~R~L _ 
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i r ~epartm .oi, 
I 
I 
I 

ent policy on recommending 

~ attorne 

~ 
ys, bail bond~men 

10. Bookin 
station 

g and searching, operations at ,. 

11. prisone r's property control procedures 

12. Handlin It prisoners in detention facility 

clearances and release 13. Proper 
procedu res 

14. policies 
meanan 

anfl procedures in use of misde-
t citation in lieu of arrest 

I 

USE OF P 
\ 

OLICE RADIO 

I 
1. Use of c 

\ 
ar radio. (It is suggested that 

training 
firSt few 
stands I 

officer do all transmitting for 
days until the recruit under-

·ts use and proper codes.) 

a. Prop er position to hol~ microphone 

b. Use normal voice 

of a logical accepted phonetic c. Use 
alph .abet 

'd. Dep 
plac 
that 
out 

artment policy relative to 
ing microphone in a position 
is readily available when 

of car 

onscious of status of other cars. e. Bec 
If an 
imp 
radi 

other officer has something 
ortant happening, do not use 

f. Kee 
stat 

o except in emergencies 

p dispatcher informed of your 
us 

adio code, phonetic 2. Learn r 
alphab et and unit identification 

icate the most used and a. Ind 
" imp ortant code numbers 

b .. The 
give 
reer 

r .... _ 

training officer should 
test when he feels the 

uit knows the radio codes 

r-
EJ(lll• in• d L 
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t shall be taken into the 
tions center for at least a 

3. Each recrui 
communica 
,10-minute p 
with the ap 
commander 
be noted: 

eriod. This should be 
proval of the shift 
. The following should 

a. Recruit should be shown how 
nt dispatch cards are complai 

prepare d and handled 

he multiple responsi-h. Shown t 
bilities r 
commun 

equired of the 
kation section 

• Answ ering phones 

• Police radio 

• Point-to-point radio 

• 
• Alarm set-up 

teletype machine and c. Explain 
general pro~edures _ 

.. 

,-

d. Explain 
appropr 

usage of the following: (if 
iate to your department) 

• "Hot C ar" file 

• Emer gency business data file 

• Want ed persons file 

• Telety pe file 

• Stolen property file 

s Board" and how it • "Statu 
assist 
trolli 

s dispatchers in con-
ng police mobile units 

V. GENERAL OP ERATING PROCEDURES 

1. Use of oW cer's notebook 

2. Field interr ogation 
(' 

3. Questionir witnesses 
. 

4. Statement -taking. 

5. Obtaining descriptions of prc'perty 

6. Obtaining descriptions of persons 

'" F.T.O. Initi.1 .. Dlt •• ---' -_._,...----. -- .. -bpl.iMd Demon,trlled 'racticed 

'-

I 

/ 

, 

.. 

.. 
/'!'-

- . 

-

-" 

i 

.: ~, 
'.-

7. RepQ~t-writing 

8. Pr~tecting a cr ime scene 

9. Handling evide nce _. 

10. Using first aid -- - .. -' 
11. Obtaining amb 

fire apparatus _ 
ulance, tow trucks, 

12. TakinJ a dying declaration 

its and licenses, 
or establishments, etc., 

13. Checking perm 
buildings, liqu 
,as per departm 

I 
ent policy 

. 
I 

VI. OFFICER'S RESP ONSIBILITIES 
i 

l Purpose of pat 
i responsibility 

rol and general police 

2. Responsibility 
vice condition 

for crime, traffic and 
s on beat 

3 .. Rules affectin g officer 

4. Types of patro 1 -" 

5. One-man patr 01 operations 

6. Patrol method 
(day, evening 

s and techniques 
and night shifts) 

beat; geography, 7. Knowledge of 
persons, prop 
situations _ 

erty, places and 

8. Observations and perception on 
patrol __ _ 

. 9. Developing c ontacts 

10. Follow-up ins 
beat officer _ -

tructions given by 

11. Officer's posi ticn in civil matt.ers 
... 

h the public; prejudices, 12. Relations wit 
attitudes, etc . ~---

13. Relntinns wi th immccii(1te supervisor 

14. Relations wi th command persOlmel 

. 

·ti 1S.Relations with lOves g ative p ersonnel 

F.T.O. Initi.,"& 0"0. 

bpl.ined D"mondratrd I Praciiud I 
I 

i 
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16. 'Relation 
agencies 

S with other governmental 

17. Pitfallst o be avoided-

18. Requests for assistance 

19. Duties in emergency situations 

20. Duties in 
superior 

doubtful cases; consult 
officer 

21. Knowled 
models 0 

ge of year, makes and 
f automobiles 

VII, DRIVING TE CHNIQUES 

1. Proper dr iving habits 

opinion regarding a. Public 
disobe ying traffic laws 

b. Defen sive driving 

c. Drivin g in inclement weather 

d.' Prope r parking 

n congestion and residential 2. Downtow 
driving te chniques 

3. Answerin 
calls. 

g routine, non-emergency 

tion and apprehension of 4. Identifica 
traffic vio lators 

a. Stoppi ng violators so not to 
. impede other traffic 

red light, siren and b. Use of 
spotlig ht 

(1) D 

(2) D 

aylight 

arkness 

ning patrol car in c Positio 
relatio n to violator 

,', 

van ted or stolen vehicles 5. Stopping \ 

a: Obtain 
them b 

assistance and position 
efore making the stop , 

\ 

, 

F., 0 'nili.I & OANa . " :.----~~-. ---"'--'-
Expl.in,d O«>monslnl.d Pncliceci 
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VI 
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. 

6. 

7. 

8. 

I 
J 

J 

" , 
I F.T.O. 'nilial 8. 0"01 .. ... _---_. 
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Driving a!ld parking in emergencies , 
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c. How to approach a burglary-in-
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(1) Proper procedures for 
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3. Finding a burglary , search of premises 

4. Residential burgJa ry in progrcss. 

5. Robbery in progre S5. 

6. Bank alarm __ _ ---
7. Suspicious charact e~i' and prowler 

calls __ . ___ _ 
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8. Searching yards a nd alleys 
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9. Blockades ___ _ '._-

10 .. Searching quadra 
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{ 13. Conducting a raid ---------
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18. Bomb threats_. 
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~. Recognizin g traffic violation 

. 
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e necessary for a. Evidenc 
convicti on 

h. Speed in g violation 

c. Moving violation (non-speed) 

d. Equipme nt violation 

6. Approachin 
violator_ 

g and handling traffic _. 
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7. Enforcemen t 

Use of w 

I h. Use of ci 

c. Optional 

arning 

tation 

I arrest I 

d. When to arrest . 
e. Use ofwa rrant_ 

8. Parking viol ation enforcement 

9, Accident inv estigation 

injuries a. Handling 

h. Handling scene 

c. Locating d 
witnesses 

rivers and 

. d. Statemen 
witnesses 

ts from drivers and 

e. Photograp 
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hing, measuring and 
traffic accidents 

f. How to de termine responsibility 
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11. Hit-runa ccident investigation 

a. Class} 'fication of offense 
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b. Phys ical evidence left at scene 

c. Locat ion of witnesses 
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bility of following trail of 
nce to responsible party 
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16. Traffic 
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b. Sta nding where clearly visible 
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c. Ata street corner with and without 
sign ale 

d. At an accident scene 

e. Pro per use of flares 

17. Police emergency escorts 
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1. Prosti tution cases 
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XII. JUVENIL E PROCEDURES 

1. JUven He involvement in crime 

• 2. Gainin g respect of juveniles 

3. Policy in interviewing juveniles: 

ale juveniles should be 
ed to with matron present 
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10. Juvenile tr affic offender 

11. Mi~ing an d found child 

'm. HANDLING P EOPLE 

1. Questionin g (constitutional rights) 

2. Obtaining statements from suspects 

3. Handling juvenile suspects 

4. Wanted p ersons 

5. ,Car prowl ers 
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6. / Lookouts 

'1/ Beggars 

8, Peddlers; door-to-door salesmen 

9. Loiterers . 

10. Drunken persons 

11. Sex perve 
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12. Transient s 
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14. Missing p ersons 

15. Mental c ases 
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18. Transpor ting juveniles 
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1. Neighbo rhood disputes 

2. Family q uarrcls (special hazatds) 

3. Prcscrvi ng the peace 

4. Simple a ssault 
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~. Nuisances 

6. Vehicular disturbance 
• 
7.' Loud noise , party, etc., complaints 

8. Street mee tings 
~' 

9. Trcspassin g 

. , 
I 

I 
XV. PROPERTY C ONTROL , 

. XVI 

1. rty 

2. ound prop erty 
," 

3. Safekcepin g property :, 
4. Turning in 

safekeeping 

II 
property (found and fo~j 
) --liP;-Cc'" 

1,\ 

5. Prisoner's p r9perty 

6. Deceased p erson's property 

7. .Destroying property 

ound a vehicle 8 .. ¥ow to imp 

9. How to rele ase or return property 

EVIDENCE PR OCEDURES 

between evidence 1. Differences 
and propert y 

2. Evidence re cords and reports 

3. Evidence pa 
and storage 

ckaging, marking " 

4. Evidence to be processed by laboratory 

5. Documentar y evidence (~hecks, etc.) 

cd as evidence 6. Vehicles seiz 
(pr~ccssing and release) . 
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HAZARDS 

1. Tlpes 0 f hazards 
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2. How to detect and report hazards 
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3. Fire haz ards 

4. Crime h azards .' 
5. Traffic h azards 

6. 
\ 

Inse~ure premises 
. 

7. Prot~ctiV e devices 

8. 
\ 

Defeqtiv e conditions in public 
property ; street, sidewalk, etc. 

10 .. Live wires -------------t------+-----~--=------1 

11. Light outages -~--------_l------l------./-------l 

ANIl'riAL COMPLAINTS 

1. Foundanimals ________ , ____________ -t _____ ~ ____ ~-----------~----------~ 

2. Wounded or injured animals -------t-------t-------l------~ 

3. Deadanimals--__________ -t ______ i-_____ ~---~--~ 

4. Shooting animals _______ _ 
---r---------r--------~--------~ 

5. Animal bite cases ' ,JI ----------------+---------~ .-----------+----------~ 

6. Rabid animals -------------t------~f_-----+------1 

7. Dog complaints ----------------+-----------+----------~J__--------J 

aCru~~~acimab~-----------~-------~------~------~ 

CITIZENS' nEQUZSTS 

1. Vacation checks - .. ------------t--------o----:_~F---,--,-----+_-----~ 

2. ~dk~aida~is~n~ ________ ._t-------+------+------~ 

a R~u~bfuru~~nnce-_--_--~~~--~---~r.--~--~~-------

4. Invalids -- --'-------,-----"''''': T--.-------t------"'-----f----,----~ 

5. Lockouts~ __________ ~_--------L------~~~---------1--),":". -------1 
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6. Lan dlord-tenant disputes 
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7. Mec hanic and bag~~ge liens 

8. Fail ure-to-pay cases 

9. Citiz en arrest requests 

10. Info rmati~n and, direction 
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2. Discover y of fire, duties at fire 
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~;xn. ORGANIZAT lONAL PROCEDURES 
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2. Days off -
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military, 
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d maintenance of police 10. Repair an 
vehicles _ -

11. Discharge of firearms 

12. Invcstigat 
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ion of complaints against 
mbers; procedures 

inv6lved __ _ .. _---
13. Di~ciplina ry procedures 

14. Bureau Tn ail 

15 Transfers . 

16. Performa nce evaluation 

17. Outside em ployment regulation 

l8. Change of 
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address and phone 
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, 19. Served su 
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20. Contagiou s disease contact 

21, Court app earance 
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XXIV LEGA L PIWCESSES 
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I 1. 0 btuining complaints 

2. S carch warral1ts 

3. A rrest warrants 

4. E xtradition procedures 

5 . ( .. .,erving subpoenas . ... 

6. C hain of evidence 

7. R ules of evidence 

8. C ase preparation for court 
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9. C ourtroom testimony and demeanor 
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