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NEW YORK STATE JOB-TASK ANALYSIS PROJECT

by
JOSEPH A. McGRAW

The master plan for law enforcement training in
New York State, which has just been described for yo
by William G. McMahon, who was the moving force in
initiating this training evaluation study, placed
considerable reliance upon a police Job-Task Analysis
Project conducted by the New York State Department of
Civil Service. It is the substance of that project
which consititues the underpinning and curriculum
predicate of the John Jay Study (+he master plan for
law enforcement training in New York State) to which
we now address ourselves.

The Department of Civil Service in the State of
New York provides examinations for use for appointment
In police departments ranging in size from one full-
time police offlicer to over 3,700 officers. The total
police officer population in the state approximates
25,000. This figure does not Include 27,000 sworn
officers in New York City or some 3,000 state police
officers. As with other states across the nation,
I1f¥igation has been heavy in New York in recent years
wherein challenge after challenge has been brought to
judicial attention before both State and Federal
tribunnals, alleging unlawful discrimination and
striking at the valldity of polilice standards and
examinations. The litigation continues today.

The job relatedness of the police examinations
has been the major bone of contention, i.e., that there
exists an insufficient relationship between the examina-
tion afforded and the qualities that make up the job
sought. In sustaining a number of the objections, the
courts have held that in the absence of a timely job
analysis or vallidation study, the examinations cannot
be deemed job-related and valid.

So it was fthat the Department of Civil Service In
New York State embarked upon a job analysis project,
hiring private contractors, Deborah Friedman, principal
consultant, et. al., with the blessing, as wel! as the
flscal support, of L.E.A.A.

The grant application described the primary objec-

tive of the projects as the performance of job analysis
for the ranks of officer, sergeant, lieutenant, and
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'capfaln, which wodld acCuraTely describe the majbfZGQTIés

and responsibilities of the positions at the various
levels, their relative frequency, and their importance.
Further, it was indicated In the grant proposal that be-
yond the job analyses themselves, the utility of the
project will be best demonstrated by the ability to

(1) Use the job analyses to develop valid and dependable
examinations for the positions and (2) Use the methodolo-
gies developed to perform subsequent job analyses for the
same or other police positions as necessary, in an economic
fashion.

Work began in November, 1975. The project staff
included persons with backgrounds in testing, classification
and local government. No staff members possessed any law
enforcement experience. Prelimlnary project plannin
included an extensive review of police literature ang
litigation, as well as background research concerning the
Municipal Police Training Councii basic mandated course
curriculum and orientation visits to several police
classrooms,

The other area of early background research, that
occupied considerable staff time, was development of a
staffing questionnaire and analyslis of the results.
This step was necessary to obtain comprehensive and
current data on manpower levels and staffing patterns
in the police departments throughout the State as well
as to identify full-time departments.

|
|
\
The mandatory Municipal Pollice Trafning Council
Police Supervisory Course was similarly reviewed during
the planning phase. (A copy of New York State General
Municipal Law Section 2090, which describes necessary
training programs for permanent appointment of police
officers, is contained in Appendix A).
|
|

STAFFING INFORMATION QUESTIONNAIRE

The staffing information questionnalre was required
in order tfo find the answer to the exact number of
people actually employed in each of the four ranks under
study (officer, sergeant, iieutenant, and captain) by
department, as wel! as the distribution of minorities
and females. Only departments with full-time personnel
were included In the study. Part time municipal police
in New York State, though sworn officers with full police
powers, are not hired from Civil Service llsts. This
questionnaire was sent to all police departments with
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responses received from 363 police
or more full-time offlcers. P departments V‘fh one

In oor review today, primary attentio i
directed toward +he analysis of zhe policeno;:izz;ngob
;af?er than the other +hree ranks surveyed, sincé ii
'T; The basic training for the recruit in New York State

at is the primary focus of the John Jay Study The
time constraint bars consideration of +he Tofai job
analysis review about which we now speak. ’

The ethnic and sex data, as well as
?:mbﬁr of staff at each rank, Is shown infR:pgﬁg?L B.
| ihould be noted Thaf there are 17,260 sworn personnel
n e ranks of officer, sergeant, |ieutenant, and
captain in the 363 departments that responded: This
count excludes Sheriff's Departments, the New York Ci+
Police and the New York State Police. Y

The manpower distirbution as i ‘
) obtained fr ion-
?:é;: ;::p?gses, was broken do&n by deparfmenfogig:es+|on
ulvs are found in Appendix C. Thesé size B -
gow?s constitute orne of the variables that was consigzigd
(:r ng f?e study. The size groups used were {(a) 1-19
(d;z?sé)’ (b) 20-59 (slze 2); (c) 60-149 (size 3); and
. or more (slze 4). The data show that 64% of the
gh ice departments have between one and |9 personnel in
ISS g?n::rzfgséed. Only 3.6% of the departments have
rn personnel; however, +h -
ments have 59.9% of the personnel. ’ ose 13 depart

The staffing patterns +hat em
' erged from the question-
giigieﬁergér92;:lce[; Sirgeanf, Lieutenant, Cap+a?n (S.Pn 1);
, » Lieutenant (S.P. 2); Officer, Serdeant.
Captain (S.P. 3); Officer, Lieutenant, Captain (s.p.oar
lcef, one supervisory rank (S.P. 5); and Officer ’
supervisory ranks (S.P. 6). $ e

The distribution of manpower by staffin at
;:bfgown in Appendix D. The staffing paTTerﬁsponfig?z
hote cor:espond to those explained previously. One of
yhe o;e nteresting facts shown Is t+hat 29% of the depart-
S have only the police officer rank full-time, whiie

these de
that rani?rfmenTs Inciude only 2.6% of the personnel at

POLICE ADVISORY COMMITTEE

0f key Importance in the develo
pment of the N
Ageignalyéis Project was the function of the Polic:w York
J ory Committee. Made up of representatives of the New
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York State Assoclation of Chiefs of Police and. the Pollice
Conference of New York, the Committee met formally flve
times during the course of the Project and was consulted
informally on numerous occasions.

In the dissemination of gquestionnalres to police
departments throughout the State, speclal assistance was
supplied by the Advisory Committee. As many of us know,
law enforcement agenclies are in recelpt of countless
questionnaires each year from government inquirers,
socliologists, merchants, etc.

The New York Advisory Committee inltially prepared
a letter from the State Chiefs Association directed to
each chief of police asking their cooperation in completing
the Staffing Information Questionnaire. In additlion, the
Chiefs Association arranged for a followup in no-responses.
As a result, there was a 90% response rate return on the
Staffing Information Questionnaire.

When the Task Checklist Questionnaire was sent out
at a later date for each of the foiur ranks under study,
the Committee once again was of greai help. A cover
letter for each chief asking cooperation in completing the
questionnaire was arranged for by the Chiefs Association.
In addition, the Police Conference, a patrolman's assocla~-
+ion, wrote a cover letter for the Police Officer Task
Checklist, urging cooperation of the officers In responding
to the questionnaire and reassuring them as to the purpose
of the study. Final return rate of over 50% on the task
checklists was considered excellent and reflected the high
degree of cooperation the Advisory Committee secured from

the police population.

Continuing monitoring of the Project, orientation of
staff to police duties and assignments, suggestions as to
types of departments for on-site job audits, and review of
analyses are additional illustrations of the types of
support given by the Advisory Committee.

TASK INFORMATION DEVELOPMENT

To develop task Information and project data, an
Interview plan was designed to enable the analyst to
pick up in-depth detail in respect to the police job.
The long range plan was that the Information gathered
from a limited number of interviews would Le used as the
basis for a questlionnaire, soliclting opinions concerning
job tasks from a much larger sample of Incumbents.
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The interview plan began with a determination con-
cernling ldentity of departments to be visited. Four size
groupings were made for departments to be visited with
the following constraints:

I. At least three deparitments from each size category.
2. Some departments from each major region of the State.

3, Inclusion of departments with pending lawsuits on
police exams.

Thereafter, a letter was sent to the chief of the
departments selected, and a tentative Interview schedule
was arranged. Next, the chlef was asked to designate
Iinterviewees with Interviews, concentrating on those whose
work Involved the general patrol function. Interviews
were scheduled as not to disrupt efficient functioning with-
In the department. |t was also agreed that when an analyst
was rlding in a patrol care, the officer would decide If
the analyst should stay in the car or accompany him to
observe case handiing at close range.

There were three kinds of interviews:

!. Short term interviews (about 4 hours when in car
and 2 hours at station).

2. Llong term interviews (in one case one analyst
was with the same police officer for one week).

3. Group Interviews (four to six incumbents by one
or two analysts).

An interview guide was developed to standardize the
Interviews, and ‘the order of Interviewing questions was
deterniined by the course of the work of the police officer.
Biographical data was gathered on each interviewee. Modus
operandi of the analyst was to (a) ask open ended questions;
(b) ask followup questions, |f there was a misunderstanding;
and (c) try to keep the interview from wandering by questions
concerning specific parts of the job. Group Interviews
were viewed as a supplement to individual interviews. A
total of 79 interviews were conducted. Some 54 of these
were done by staff personnel and 25 by assigned police
officers. Information obtained from interview summaries
was rewrltten Into task statements and later refined by the
Advisory Committee.
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With the completion of consolidated job descriptions
for each of the ranks belng reviewed, there had now been
obtained four job descriptions based upon detall recelved
from a relatively smal! number of people. In order to
confirm this job iInformation with statewlde applications,
It was necessary to get opinions on these job descriptions
from a very large number of incumbents. This was done by
a Task Checkllist Questionnaire.

POLICE OFFICER JOB TASK CHECKLIST QUESTIONNAIRE (see
Appendix E)

The design of a questionnaire evolved gradually. |+t
was agreed that the job analyses would require four kinds
of information about each job task:

1. Does the incumbent do the task?
2., How often?

3. How much time does It take? and,
4, |Is the task critical.

The task lists were developed in a mode which organized
the tasks under several job activity areas. The concept
of criticality and amount of time spent on tasks were decided
upon so that each respondent would know exactly what was
meant by these concepts.

Another question addressed was how questions could
be asked so as to be scoreable by computer. A system for
identifying gquestionnaire respondents was devised with nine
digit numbers being used; the first three identifying the
agency; the next two digits, the job level; and the last
four digits, the individual In the department.

A stratified random sample was designed to be used
to select persons to recefve the questlonnalres. Two
variables, department size and staffing pattern, were
thought to be related to the duties of job and were used to
stratify the population. The total sample slze of the
police offlcer same was 25 percent. The sample was drawn
with a table of random numbers to select departments, untll
the desired sample slze was reached. After samples. were
selected, a study was done to Insure that minorities and
women were included. Some 3,600 Police Officer Job Task
Checklist Questlionnalres were sent out.




QUESTIONNAIRE ADMINISTRATION

Packets were sent to each department that w
of the sample. There was a letter tncluded to Th:sczlgir;f
the agency, asking his help and suggesting how the question-
naires might be distributed. The President of the New York
State Assoclation of Chiefs of Police, (an Advisory Committe
member) enclosed a letter urglng cooperation. Postpald
envelopes were Included. A followup letter was also sent
to a number of respondents several weeks after +he origi
distribution. The return rate on questionnaires was In
excess of 50%, which was regarded as favorable.

KNOWLEDGES, SKILLS, ABILITIES AND PERSONAL CHARACTERISTICS

This study, !ike other Job anal
ysis study reports
?sed knowled?es, skills, abili+ies, and personai chgracfér-
stics (KSAP's) as the qualities needed by an iIndividual to

perform tasks of a given job.
as follows: g J These qualities are defined

Knowledges - Fact of being acquainted with, or
understanding something -~ how to
do crime scene search.

Capacity to use knowledge to perform

task competently i.e., shoot gun, drive
car.

Abiiities =~ Power to perform a function i.e., read
and understand a statute.

Personal Characterlstics - A specific personal ity

trait, physical or mental, needed ‘o
perform a task i.e., willingness to
work overtime.

It was decided to use task checklist questionnaires

as the basis for developing KSAP's
being studied. ping for the four job levels

Staff held many group meetin
gs over a 2 week period
to generate KSAP's. Tasks on the check!list were cogsldered
one by one, and all KSAP's needed to perform each task
were |listed. Each was discussed, as needed, to ensure most

approprliate wordi
ae megnlng. ng and to arrive at a common understanding

A police officer met with staf¢ to
" . go over all KSAP's
for the police officer Job. KSAP's were |isted by activity,

ngher than by task, because such a |1Is+ would be cumber-
me.
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KSAP RATING METHOD

It was declided police personnel would be asked to rate
the extent to which barely acceptable workers possess each
trait. Also, to what extent the trait contributes to making
a worker outstanding (adopted directiy from Primoff).

It was thought necessary, also, to learn from Incumbents
when they were first exposed to each tralt and for knowledges,
the level of knowledge necessary to do a good job. (These
two factors were adapted from California State Personnel
Board Analyslis, 1974.,)

There were six police officers from Albany area depart-
ments invited to *+ry out the KSAP plan at the police officer
level and each one was asked to complete a task checklist
before the KSAP meeting. At the meeting, police officers
reviewed tasks in an activity, and then KSAP's for that
actlvity, to see If they seemed to match. Particlipants
were then given general instructions for KSAP ratings
(see Appendix F).

There were |14 KSAP meetings held for the police officer
rank with 76 participants; only flve or six participants
attended each meeting, to allow for each attendee to make
a contribution. Meetings were held throughout the State
to cover as wide a geographlic area as possible. Participants
represented a variety of assignments and length of job
experience.

After all KSAP meetings, ratings for each rank were
consolidated (see Appendix G). KSAP statements are pre-
sented In the summary under subheadings such as "Terminoiogy
and Jargon" or "Oral Communication"™ etc. These subheadings
are categories selected In an attempt to group KSAP's
according to subject matter. Grouplings were approved by the
Police Advisory Committee.

CONCLUSION

The Johy Jay Report consultants, In the course of
their evaluation study, have closely scrutinized the resuits
of the Municipal Poiice Job Analysis Project, and it is
expected will draw heavily upon job task data highllighted
In the project survey. Project questlionnaires, as well as
John Jay questionnaires and responses, are belng carefully
correlated so that a proper foundation for a basic police
training curriculum i{s estatlilshed.
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I+ is the opinion of the New York State Bureau for
Municlpal Pollce that the Job Analysis Project has been
based on sound research and that the task force involved
sincerely tried to do a thorough job on thelr assignment.

Today's summary Is exactly that; a summary of a two
volume report of sizable dimension. Much of the data there-
in Is raw data, and considerable analysis remains to be doneg

Project findings that are relevant to police +raining
programs are Illustrated by the following: "The questionnaire
responses, statewlide, show that 14 tasks are done by 90%
or more of the officers and 83 tasks by 70% or more. There
are only 20 tasks which fewer than 60% of the respondents

perform,"

The figures strongly indicate that the pattern of
skilis and abilities required of the patrol officer Is
fairly unlform around the State. The finding suggests
that a discrete body of knowledge, essential to the competence
of the officer, can be Identified, and the data generaged
as to the na’ure and types of the officer's common tasks
can be used as a sound and solid basls for curriculum develop-

ment.

We feel that the contribution to municipal police
training in New York State, made by the Job Analysls Project,
will prove to be a significant one.
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APPENDIX A
§ 209-q  cENERAL NUMICIPAL LAW At 39 !m.u ymzuzy aNp rousceuen § 209-q
§ 209-q. Permencat appeictment of peles afficars; com. |euch term incledo & sheriff, underoheiff, comeniosioner of po-
pletion ¢f training program 'MMQWW&MMM' chief of polics,
i the provisions of any general, special o deputy or assistant chief of police er any person having an

pelice tiaining council created under article ninetesn-f of -
nﬂnhw.‘attuﬁngtohhuﬁdntwymﬂtﬂudt::
preved municipal police bosic training program: snd every per-
nmhwpdnudmatmmmhﬁwfwamw
&ac:uo‘.huthnnamthﬂuammd
82y ceanty, city, town, village or police district shisll farfeit his
)dﬂuumbuhuhmmyhuuwmﬂw
od, or within the time prescribed by reguiations promulguted by
-the governor pursuant to section four hundred eighty-four of the

training program for temporary or probationary potice officers
@ad is awarded a certificats by such director attesting thereto.
- 3-a. Notwithstanding the provisions of any general, special
or local law or charter, the promotion of any police officer to 8
Sirst-line supervisory position on or after July first, ninctess
handred sixty-seven, shall not becoma permanent unlese such po-
Eoe efficer has previously been awarded a certificate by the ax-

-eoutive director of the municipel nolice training council creatad.

wader articls ninetesn-£ of the exscutive law, attesting to kis sat-
isfactsry completion of an approved course in potics supervision

- @5 prescribed by the municipal police iraining council. Any pe-

hmmhmmdnuyhmb.ﬂmm
sery position on or atter July first, ninsteen hundred sizty-seven
shall forfeit such promotion uniess he previously has satisfactori-
ly esmzpleted, or within the time prescribed by reguistions pre-
mmijated by the gorermor pursuant to sectisn four huadred
sighty-Jour of the exacutive law satiafactorily compistes, the

course in police supervision and is awarded a certifi-

seeseribed
- @0% by such director attesting thereta.

S & The term “police officer”, as used in this section,
mnmdawﬂaruﬁudﬂmnuﬂ
sicipatity who is respensible for the prevention er detection of
&im: and the enforcoment ¢f the general criminal laws of the
z-.mm-ummmm-mmw

73 of his eccupying any other office er pesition, ner shell
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mﬁmﬁ&mhwtdwmmbynmmm.
supsrvisery

‘
'

- { tows, village or police district to axereiss dquivalent

sutherity.

b. The term “first-¥nc supervicsry pusition”™, 23 weod jn this
saction, shz!l meam the position or rank of a police officsr mext
above the beginning rank of patrolman or the rank equivaleat to
patrolman, which requirss performance of ssparvisory duties.

3. The provisions of subdivisions one snd one-e of this sse-
tion shall not apply to a city having & population of one million
or mare (o the extant that such city has, by reguiation promal-
nudbytbcmmmanttoucﬁmfmhundndd:hub
four of the executive law, been axsmpted from the provisions sf
srticle ninetesn-f of the executive law.

4. Nothing in this section shall be construszd to except any
mﬁadﬁm.wo&hcdfhc?cmﬁmmm
of the civil sarvies lsw.

Adéed L1959, c. 448, § 3; smended 1.1967, c. 671, 88 1, &

» Bapialed. See Ezaeutive Law § 535 ot ong,




APPENDIX B

ffing Information Questionnaire Data*

POLICE SERGEANT

MALE FEMALE TOTAL
White 1,774 7 1,781
Black 21 1 22
fispanic 6 Y 6
Aslan 1 0 1
American 0 0 0
Other 0 0 0
TOTAL 1,802 i R 1.810 |

Table 1 :
POLICE OFFICER
MALE FEMALE TOTAL
White 13,745 99 13,853
Black 282 10 292
Hispanic 77 1l 78
Asian 2 0 0
Agerican
Indian 4 0 4
Qthex ===#=======:==#======:====¥=====;i====?
pe——— %
TOTAL 14,122 110 14,232
POLICE LIEUTENANT
MALE FEMALE TOTAL
wWhite 896 2 897
Black 8 2 10
Hispanic 0 0 0
Asian 0 0 o
American
Indian 0 0 0
Other 0 0 0
TOTAL 903 4 907

POLICE CAPTAIN

MALE FEMALE TOTAL
White 304 1] 304
Black 6 0 6
Hispanic 1 0 1
Asian 1+ 0 0
American
Indian 0 0 0
Other 0 o 0
TOTAL 311 0 311

*Total mumber of departments responded = 363
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APPENDIX C

Distribution of Manpower by Department Size

Table 2 :
OFFICER
Dept. * of Sta%eggde
Size | & of Depts! Persopnel |Personnel |
l 232 1,345 9.5
2 92 2,411 16.9
3 24 1,711 12.0
4 13 8,755 61.5
TOTALS 361 14,232
" LIEUTENANT
$ of
Dept. # of Statewide
Size # of Depts| Personnel| Personnel
1 33 48 5.3
2 79 216 23.8
3 22 144 15,9
4 13 499 ' 55,0
TOTALS 147 207

SERGEANT
Dept $ of Stagggide
| _Size | #of Depts ! Persopnel: Personnel
1 122 227 12.5
2 83 431 23.8
3 21 223 12.3
4 10 926 51.2
TOTALS 236 i,810
~
CAPTAIN <
$ of |
Dept. 4 of Statewide
Size % of Depts| Personnel| Personnel
1 6 6 1.9
2 35 67 21,5
3 17 71 22.8
4 13 167 53.7
TOTALS i 71 311




APPEXDIX D

SERGEANT

OFFICER
Staffing # of St%%egfde
Pattern | # of Depts |Personnel | Personnel
1 48 9,250 65.0
2 78 1,790 12.6
3 9 253 1.8
y 13 1,629 11.4
5 108 930 6.5
6 105 370 2,6
TOTALS 381 14,232
LIEUTENANT
1% of
Staffing # of A]Statewide,
Pattern # of Depts |Personnel [Personnel
1 48 49y 54,5
2 78 172 19.0
3 X X X
4 13 223 24,6
5 8 18 2,0
6 X X X
TOTALS 147 807

. 1 1% of
Staffing # of Statewide
Pattern # of Depts Personnel| Personnel

1l 48 1,202 66,4
2 78 36L 20.1
3 9 54 3.0
y X X X
5 101 187 10.3
6 X X X
ITOTALS 236 1,810
o~
™~
CAPTAIN -
1% of
Staffing # of Statewide
Pattern | # of Depts | Personnel | Perscnnel
1 48 183 58.8
2 X X X
3 9 25 8.0
) 13 102 32.8
5 1 .3
6 X X X
TOTALS 71 311




APPENDIX E

New York State Department of Civil Service

THE STATE OFFICE BUILDING CAMPUS « ALBANY, NEW YORK 12239

1.D. Number

Don't worry - this looks like a lot of paper, but should only
take you about 45 minutes to complete

The New York State Department of Civil Service, with funding from
a Division of Criminal Justice Services LEAA Grant, is conducting
a study of the job duties of Police Officers. The job information
gathered during this study will be used as a basis for the Civil
Service examinations for Police Officers.

Ve have already interviewed and observed about 50 Police Officers
from different parts of the State to find out what their job duties
are. We have organized this information into a list of Police
Officer job tasks. Now we nced to know which job tasks are done
by most Police Officers in the State, and we need your help to find
out. Your answers to this questionnaire will eventually have an
effect on the Civil Service examinations for Police Officers and,
therefore, on the quality of the people you will be working with in
the future.

-~ PLEASE HELP BY FILLING OUT THIS QUESTIONNAIRE -
THIS IS NOT A TEST OR PERFORMANCE EVALUATION

This questionnaire is being sent to about 3,600 Police
Officers in various departments across the State.
Other people in your department may also be doing
thie questionnaire for us. We ask you not to compare
responses with anyone until after you shave finished
completing your own questionnaire.

COFPLETED QUESTIONNAIRES WILL HE SENT BACK TO THE #EW YORK STATE
UEPARTVENT OF CIVIL SERVICE AWD VILL 0T BE USED
BY YOUR DEPARTHEAT

= TURN TO THE NEXT PAGE FOR INSTRUCTIONS -
423




INSTRUCTIONS FOR FILLING IN THE ANSWER SHEETS

PULL out the blue bio-data questionnaire and the pink computer snswer sheet
wvhich are behind this page.

FILL in the informstion requested on the blue bio-data questionnaire. We
ars asking for this information go that we can get an idea of the

= critical and much time spent

= critical and not much time spent

= not critical and much time spent '
not critical and not much time spent

do not do

V& WN-

characteristics of the people who fill out the questionnaire. This

informetion will never bs connected with you personally.

LOOK at the pink computer answer sheet. Notice that the agency identificgtion
number from the blue shset has been copied in the candidate identification
number box in the upper left corner of the pink sheet. For each digit in
this number, completely fill in the space to the right of the digit which
corresponds to the digit. Use a No., 2 pencil.

WRITE in the information regquested in the box at the upper right corner of
the pink answer sheest.

COPY the agency identification number from the blue sheet into the space
provided on the headsheet of this bouklet.

Rk &k & %

Now you are ready to icok at the job tasks. They are listed on the following pages.

For esch task, we need to know:

Do YOU perform the task in the job you curremtly hold?
If YOU personally do perform the task in your job, then we nsed to know:

Is the task critical or not critical?

Use these definitions to decide whether a task is critical or not critical:

Critical - if you did this task poorly or incorrectly, you might jeopardize life
or proparty

Not Critical - if you did this task poorly or incorrectly, you probably would not
jeopardize 1life or property

And finally, we need to know:

Do YOU spend much time or not much time performing the task?
When deciding how much time you spend doing a task, take into consideration how often you

do 1t and how long it takes you to do it. We are interested in the amount of time you -
actually spend doing each task, mot in the ideal amount of time you might like to spend. i

Use the following guidelines:

Much Time - means you do the task frequently and it takes quite a bit of time to do it,
OR you do the task every once in a while and it takes a lot of time to do it

Not Much Time - mesns you do it quite often but it takes hardly any time to do it
OR you seldom do it at all ;
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REMEMBER -~ Answer according to what YOU do in your job and not what others

in your Department might be assigned to do.

POLICE OFFICER TASKS

Preparing for Work

1. Dress neatly and in proper uniform

2. Listen to information read out by the supervisor at shift briefing

3. Take notes on information read out by supervisor at shift briefing

4. Read written information such as teletype messages and complaint reports

5. Discuss with officers coming off previous shift important occurrences
during their shift

6. Gather together necessary equipment such as shotgun, flashlight, and
papers such as warrants and report blanks

7. Check out vehicle and equipment such as patrol car siren, radio, etc.
by looking at and/or trying it out to make sure everything is in proper
working order

Patrol

8. Drive or walk throughout assigned area looking for anything unusual or
out of place, and for crimes, emergencies or violations in progress

9. Look for particular people and/or cars when asked to do so at roll cell
or later during patrol

10. Check vacant or closed businesses aad houses by trying doors, walking
around buildings, etc.

11. Investigate buildings when suspicious of forced entries by entering building
and searching for possible burglar and/or evidence of objects moved or
removed

12, Develop and maintain relationships with area residents by occasionally
talking briefly with the people and/or helping chem with their problems

13. Stop suspicious people and ask them to show identification and explain
what they are doing

14. Check licensed premises, especially those about which complaints have
been made, by looking around, interviewing owner and patrons

15. Question community residents and informants about recent crimes
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INSTRUCTIONS FOR FILLING IN THE ANSWER SHEET-~cont 'd.

INDICATE on the pink answer sheet what you decide about each
tagk. Here is how to do it:

The answer sheet has five spaces (numbered 1, 2, 3, 4, and 5) provigh

for each numbercd task.
Read each task.

Fill in space 1 if YOU perform the task, it is critical
and you spend much time doing it

Fill in space 2 if YOU perform the task, it is critical
but you do not spend much time doing it

Fill in space 3 if YOU perform the task, it is not critical
and you sperd much time doing it

Fill in space 4 if YOU perform the task, it is not critical
and you do not apend much time doing it

Fill in space 5 if you do not do it

k k k %k X

At the top of each page, the directions for making
your choices are summarized to help you keep them
clearly in mind.

Use only a No. 2 pencil. Never use ink. Be sure

each mark completely fills the space. Erase completely

any mark you wish to change and re-enter the correct
information

1f you perform other tasks which are not listed here,
please describe them on the page following the task
1ist. Also, indicate criticalness and time spent

on these tasks.
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1 = criticsl and much tims spent

2 = critical and not much time spent

3 = not critical and much time spent

4 = not critical and not much time epent

5 = do not do
oar e

Maintaining Traffic Safety

53.

54.
55.
56.
57.
58.
59.
60.

61.

62.

63,

64.

65.

66.

67.

68.

69.

When you discover road hazards, radio the dispatcher to call the highway
department, *xnlain location and nature of hazard, and request that the
problem be repaired

Direct traffic

Write tickets on illegally parked cars

Call for tow truck to tow away illegaliy parked cars

When you observe moving violation, stop the vehicle

Using radar apparatus, detect speeders and stop them

Write traffic summons for moving violations

Warn people against repeating violations

Radio for vehicle, license and outstanding warrant checks on persons
stopped for traffic violations

Upon cause, stop and check cars for proper tires, lights, etc. and for
proper identification including license, registration and insurance card

Stup persons suspected of DWI

Look for signs of intoxication in order toc determine vwhether there is
reasonable cause to believe that person is intoxicated

1f there is reasonable cause, arrest person for DWI

Ask person to submit to test for intoxication and warn of consequence
of refusal

Transport person to location where test will be administered snd turn
person over to appropriate personnel for testing

Administer breathalyzer test

Witness breathalyzar test

Regsponding to Requests for Various Kinds of Service. This May Include Such
Things as Handling Noise Complaints, Escorts, Giving Directions, etc.

70.

71.

Ask person to explain the problem and listan to person's explanation.

Evaluate problem and ouggcst how best ‘to solve the problem
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critical and much time spent
critical and mot much time spent

not critical and much time spent
not critical and not much time spent
do not do

NSWwWwNe
2 508G

72.

73.

Making Arrests

74.
75.
76.
77.
78.

79.

80.

Perform service requested

Explain where person can get needed service

Tell person he/she is under arrest

Frisk for weapons

Handcuff person, if necessary

Transport to detention facility or headquarters for booking

1f person is to be questioned, read Miranda Rights and ask person if
he/she understands them

Fill in arrest information forms

Search person thoroughly for possible weapoms, identification, etc.

Preparing for and Testifying in Court

81.

82.

83.

When informed that must testify, look up and study own and department
records on the particular case upcoming

Talk with D.A. to go over questions that will probably be asked and, in
general, how to answer those questions

Testify on the stand by answering attorneys' and judge's questions

Preparing Written Reports

84.
85.

8é.

87.

88.

89.

Write notes on information gathered during gquestioning of witnesses

Fill in forms describing each call handled, own actions on call, and
its disposition

Organize and summarize in written form, the details (who did what, when,
where, etc.) of the incident

Write entries in activity and equipment log books briefly describing
each activity and/or equipwent checked out, traffic tickets written, etc.

Write notes for own information on unusual people or things noticed during
routine patrol

Prepare informations by writing or typing on sppropriate form the statement
given by the accuaing person
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1l = critical and much tims spest

2 = critical and not much time spent
3 = not critical end

4 = not critical and not much time spent
5 = do not do

Rssponding to the scene of crimes or possible crimes vhen discoversd in progress
during patrol or when dispatched to the scene

16.
17.
18.
19.
20.

21.

22.

23.

24.

26.

27.

28.

If anyone is injured, radio for emergency help

Give first aid, if necessary

Transport injured to hospital in patrol car, if necessary
Chase suspects in car and/or on foot

Secure scene by closing off the ares and standing guard

Ask available witnesses to identify themselves (ask names, addresses
and phone numbers) and to explsain what happened and what they saw

Look thoroughly around scene for details such as method of eantry or
extent of damage

Radio to request vehicle check on suspect vehicles

Try to find possible additional witneases by agking people in nearby
area if they saw or heard amnything unususl around the time the incident
probably occurred

Turn case over to investigators by explaining what is known so far and
suggesting possible leads to follow

Stay on scene to do as investigators ask, such as help look for more
evidence or maintgin guard over evideace

Help investigating officers perform lawful searches

Explain to victim what steps to take if he/she learus anything else
about the incident

Responding to_scene of natural and man-nade emergencies and unusual occurrences

29.

32.

33.

Look over scene to quickly evaluste what help is nesded

Radio for appropriate agencies such as fire department, utility cowmpany,
etc. to send their emergency equipment

Keep scene clear for emergency and rascue equipnent by directing or
re-routing traffic around immsediate area and/or by telling onlookers
to keep awvay

Help trspped people to get out of danger by phyrically guiding them out
and/or by shouting directions

Ask witnesses and those involved for their namss, addresses, phons numbere;
ask them to explain what they !f!§°r daid




critical and such timse spent
critical and not much time speat

= not critical and much time spent

not critical and not much time spent
do not do

VW
[ B B B ]

1 = critical and much time spent
2 = critical and not mueh time spent
3 = not critical and much time spent

4 = not critical and not much time spent
5 = do not do

34.
35.

36.

37.

38.

39.

40.
41.

42,

Go to hospital to quastion injured persons about what happened

At traffic accidents, collect physical svidence by measuring tir-e tracks
and skid marks, coliecting broken glass, taking photographs, etc.

At traffic accidents, gather information required by accident report
forma, such as road conditions, damage to cars and passangers, etc.,
by observing the scene

Check participants' licenses, registrations and insurance cards

At traffic accidents, arrange for clearing of scens by calling for tow
trucks

In cases of bomb scares or "suspicious packages", search or help search
for bomb by accompanying a person vho knows the buildings in a systematic
search looking for anything which may be 2 bomd

In cases of potentizl suicides, try to calm person and chsnge his mind

In cases vhere a person is publicly intoxicated, srrange for person to
get home (1f he has one) by calling friends or relatives

Transport publicly intoxicated person to a detoxification center or to hospital

Intervening in Fights and Family Disput-s

43.
44,

45,

46.

47.

48.

49.

50.

51.

32.

Separate fighters
Try to calm fighters by talking quietly about wvhat is bothering them

Try to find cause of fight by asking the people to exp) in how the
dispute started

Discuss possible solutions to problem(s) csusing the dispute

Reach at least short-term resolution to the dispute such as suggesting
that one of the people leave for a while

Arrest fighters who have sericusly asssulted others in your presence

Explain what court procedure to follow if a person wants tc press charges
against another

In cases of family disputes, suggest that the pecple follow up later by
going to family court and/or an appropriate service agemcy to get more
permanent solution to their preblems

Contact child protective service if child abuse is suspected

In cases of family disputes, enforces orders of protection
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Training Hew Officers

90. Explain how to do the various job tasks
91. Demonstrate the various job tasks

92. Obssrve recruit doing the tasks

$3. Correct recruit while he/she is in the process of doing a job ¢
ask, 1if
he/she is making a serious error " e '

9&. Critique recruit's performance by praising correct actions or b
explaini
how a situation might have been better handied v explaining

95. Tell supervising officer how recruit is doing

Dispatching

96. When someone phones or walks in with a complaint, ask parson to state
own name, ‘«dress, phone number and nature and location of problem

97. Decide what action to take--either to dispatch car(s) to investigate
or refer caller to another agency for help

98. Radio available car(s), explain problem and location, and ask officers
to investigate

99. Radio for back-up units on own initiative or at request of personnel on
the scene

100. Keep log of radio and phone calls made and received

101. Monitor various phone, alarm, and radio systems such as business alarm
system, by keeping track of alarms that are tripped, noting their location,
a:d dispatching officers to the scene

Operating Tele-type Machine

102. When police personnel request information, type in information requests
103. When ansvers come back, read information out to person who requested it

104. TZype nev information, such as s car just reported stolen, into tele-type
computer

Boocking and Checking on Prisoners
105. Fingerprint person
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106. Photograph person




= critical and much time spent f‘ You have just gone through the list of job tasks. Notice that the job tasks were

critical and not much time spent ‘ grouped *ogether intc various activities. For each of the activities which are
not critical and much time spent = listed below, we need to know:
not critical and not much time spent

do not do

VWK

How often have YOU performed the activity during the lac: year?

B Ansver on the pink computer answer sheet beginning with No. 116. Use these choices o
107. Ask person information on booking form and record this information by : to answer how often YOU do each activity:
filling in proper spaces on the form
N Fill in space 1 if you do the activity at least once a tour of duty
108. Accept bail money and write receipt for it R Fill in space 2 if you do the activity at least once a week
e Fill in space 3 if you do the activity at least once a month
109. When someone is to be detained in the lock-up, write down description of o Fill in space 4 if you do the activity at least four or five times a year
person's personal effects and store the items . Fill in space 5 if you do the activity rarely, if ever

110. When someone is being held in police lock-up, check periodically .
(usually every half hour) to see what person is doing and write person's . LIST OF ACTIVITIES
\

condition on check sheet
116, Preparing for work

Giving Information to News Media B 117. Patrol
- 118. Responding to the scene of crimes or possible crimes when discovered in
111. Answer phone and walk-in requests from newspeople for information about progress during patrol or when dispatched to the scene
recent incidents ‘ 119. Respending to scene of natural and man-made emergencies and unusual
‘ .3 occurrences
Helping Other Police Agencies ' 120. Intervening in fights and family disputes
@ 121. Maintaining traffic safety
112. Cooperate with personnel from other police agencies by doing certain tasks 3 122, Responding to requests for various kinds of service. This may include
requested by that agency to help on cases of mutual concern such things as handling noise complaints, escorts, giving directions, etc.
' ’ 123, Making arrests
113. Discuss problems of mutual concern with personnel from other police agencies 5 124, Preparing for and testifying in court
S 125. Preparing written reports
Community Relations b 126. Training new officers
N 127. Dispatching
114. Talk to organized g-oups of people (PTA's etc.) about specific areas of B 128, Operating tele-type machine
police work as requ.sted by the group - 129. Booking and checking on prisoners
- 130. Giving information to news media
Maintaining Order in the Court Room - 131. Helping other police agencies
> 132, Community relations
115, Serve as court officer by standing in court room to ensure there are no . 133. Maintaining order in the court room

disturbances and by escorting persons to and from court room

[N
LR

Did this task list adequately describe your job? (yes or no) KA RE
Which one of the following types of assignments best describes your main work? ) YOU ARE NOW FINISHED WITH THIS QUESTIONNAIRE
Fiease check one box : PUT THE PINK AND BLUE SHEETS INSIDE THE HOOKLET AND HAND IT TO THE PERSON WHO
I~ 7T 1. Ppatrol /7 5. Juvenile/Youth Aide IS COLLECTIIG THE COMPLETED QUESTIORAIRE,
[T 2. Dispatching /7 6. Records :
/T 3. Desk /7 7. Administration  j * THANK YOU VERY MUCH FOR YOUR HELP #
/7 4. Detective /_7 8. oOther (please specify) . 433 1

432

~PLEASE TURN TO NEXT'PAGE - |
|




In the spaces provided below, and on the back of this sheet, if necessary, please
describe any additional tasks which you do and indicate the level of criticalness

and time spent doing each.

NOW we would like you to answer a few questions about HOW OFTEN you do the
various parts of your job.

-PLEASE TURN TO NEXT PAGE -
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New York State Department of Civil Service
LEAA Police Project

Bio~-Data Questionnairex

In order to properly analyze the information supplied by you and others about Police
Officer positions, it is escential that we learn something of the background of those
included in the study and who have filled out these questionnaires. This information
will be held confidential and will never be connected with you personally as your name
or other identificction is rot required.

Office Use Only

Agency Information

Male Female [ White Black Hispanic Asian Indian (please specify)

Sipe 50 2 73 o] 55" 3

—(other)

Total Years of Police Service Years in Present Rank

29 130

* 8296 of the Executive Law provides that it is not an unlawful discriminatory practice
for the Department of Civil Service to solicit information concerning age, race,
creed, color, national origin, sex, disability or marital status for the purpose of
conducting studies in connection with the recruitment and testing of applicants for
positions with the State or its political subdivisions.
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Staffing
Pattern Size Agency Identification No.
0 |1 112
1 2 3 |4 ]s5 12 LG
Please check () the appropriate boxes or fill in the correct number
Sex _ Ethnic Origin
: American Other




APPENDIX F

KEY TO_READING_KSAP_SUMMARY CHARTS

The KSAP Rating Summaries for each rank are glven on
the followlng charts, A discussion of the meanling of the
summaries Is given In the narrattve of thils Report in Volumn |,
Chapter 6. The data In this volume wll| bde useful to staff
that will make declislons as to the form and content of
selection plans for Police Offlcer, Sergeant, Lieutenant
and Captain, 1In addition, this data has appllicatlon for
Training Offlcers who are developling curriculm for recruit
training and In-service tralning. The data represented here
are not Interpreted In thls report., Concluslons are for the
users of these job znalyses to make.

To facllitate reading these charts, a brilef summary of

the heading, etc. follows:

Under the Heading, "KSAP STATEMENTS", the subheadings

such as "TERMINOLOGY AND JARGON" and "ORAL COMMUNICATION"
refer +o the categories selected by the Project staff to
help the user group the KSAP's by subJect matter., "(2nd)"
or "(3rd)', etc. after the statement refer to the meeting
at which the particular KSAP was added to the list,

The "ACTIVITIES" refer to the activitles on the task
checklists which were used for grouping tasks.

Under "TOTAL RATINGS", NR refers to No Response, This
number includes only people who had an opportunity to rate the
KSAP but did not--elther because the KSAP dld not apply to

thelr own Jobs or because It was accldentally omitted, !t
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does not include participants who did not have an opportunity
to rate a KSAP because the KSAP was added at a later meeting.
"BA" is "Barely Acceptable Worker who have the trait".
N is the number of raters and X is the average rating. The
choices were:
2 - Al
| - Some
0 - Aimost None
"DIFF" Is "To Differentiate Outstanding Workers from
Just Average". Again, N is the number of raters and X is the
average rating. The choices were:
2 - Very lInportant
| - Useful
0 - Does Not Differentiate
"WHEN FIRST EXPOSED" refers to when the worker is first
exposed to the trait at the rank being rated. The number in

each column is the totai number of raters who indicated that

cholice. The cholces were:

4 - Have it when hired

3 ~ Orientation after being hired
2 - Formal classroom training

|

- On-the-job-training
"KNOW" Is Knowledge required to do a good job", Again,
N Is the number of raters and X is the average rating. The

choices were:

Extensive Knowiedge~~Iimmediate recall

-~ Working Knowledgu.~-~-may check some detalls
Knowledge of Exlistence--may have to look up
No Knowledge Required

- N

1
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