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Introduction

Because so much of the informatiqn collected in the Job and Task
Analysis of Florida Law Enforcement Officers project is in the form of

lengthy computer printouts, a Data Users Guide was prepared to enable a

large number of people to study the data.. The guide describes each of the
statistical reports and shows how to extract specific data from it. The
guide presents the first page of each type of report and explains all of
the headings, sources, and locations of data in that report. Short

descriptions of suggested uses for each report are alsc given.

=
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Job Description Report

Overview

A Job Description (Figure 1) is a listing of all task/duties performed
by all members in some specified group. The group can be composed of a
single person. The tasks are listed in descending order either of percent
performing the task, descending order of relative time spent per-forming by
all members, or relative time spent by those who perform the task.

Any special group, class, or combination of background variables can
be selected to form a task Tisting, that is, a job description can be
written for law enforcement officer with less than one-years service,
those in cities with populations over 50,000, or those under 6 feet tall.
As long as the variables have been specified in the "background" section, a
single variable or combination of variables can be utilized to constitute a
group. For example, it would be possible to form a group composed of all

individuals who work in a given county and use a specified piece of

equipment.

Interpretation

Before oﬁe interprets the job description report, it is useful to know
what the codes and numbers stand for. The principal page headings are

diagrammed in Figure 2.
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Job Description.

Figure 1,




2 3. PAGE (number)

Report 1.D.

1. Title of Job Description
and special group, if any

TASK J0B DESCRIPTION 4. CASES 5. TASKS 6. DUTIES 7. MBRS
total total total number of
number number number people in

of people of tasks of duties special
in job in job in job group

Figure 2. Identification of Components of Job Description Report

Page Headings

1. Title: The title is chosen by the user. It describes the people included
in the job descriptions. It may be an individual's name, or a city, or a
special assignment like "Traffic."

2. Report ID: The report ID is a 6 character identification code chosen by
the user. It is used whenever the user must locate the results for addi-
tional cop}es of the report. The report ID's are in the report ID index.

3. Page number: The program numbers the pages.

4. Cases: A job description may or may not include everyone in the group.
The number of cases is everyone in the total group whether or not they are
included in the job description.

5. Tasks: Not all tasks are performed by all people. The number of tasks
here includes all tasks in the inventory not just the number performed by
the people included in the job description.

6. Duties: If the tasks are divided up into duties, the number of duties in

the total job is printed here.
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7. Members: The number of people included in this job description is
printed here.
Column Titles
The next section of the job description contains the following four state-
ments. Each is followed by a dotted line leading to a column of numbers.
11. CUMULATIVE SUM OF AVERAGE PERCENT TIME SPENT BY ALL MEMBERS.....eveern.n..
10. AVERAGE PERCENT TIME SPENT SPENT BY ALL MEMBERS. e uuveverennnveoennnns
9. AVERAGE PERCENT TIME BY MEMBERS PERFORMING. . s euvouencovoreonnnnss
3 8. PERCENT OF MEMBERS PERFORMING. . vuuuuueennnnnenneonnnnnnenns
E The columns are usua?]y read from left to right, therefore the statements
will be described in that order.
8. The percent of members in the group who perform the task
9. The average percent of time spent by the members who perform the tésks.
That is, of those persons who actually perform a given task, how much
-of their time, on the average, is spent on that task.
10. The average percent of time spent by all members in the group, whether
“or not they perform the task. .
11. The cumulative sum of the average time spent by all members in the group.
; EXAMPLES
PERCENT OF MEMBERS PERFORMING. v uvvueeveeeeeesssennnnnnnnnnnnnss
1. Advise persons of rights (per miranda) 100:00
. 2. Estimate speed of moving vehicles 85.00
gi - This means 100% of the group "advise persons of rights (per miranda)" and 85%
i» < of the group "estimate speed of moving vehicles."
R e » i




R R T R T e T STR. T T T T S e N T T T S T R e A

6
AYERAGE PERCENT TIME SPENT BY ALL MEMBERS.....iceenssecoccsenenns
1. Advise persons of rights (per miranda) .97
2. Estimate speed of moving vehicles .70

This means that the officers in the group who perform task 1 above spend
.97% of their time doing it. If they work a 40 hour week they would average
about 24 minutes a week. If they work a 60 hour week they would average about
36 minutes a week. For task 2 above it means that of those who perform it they

spend about .70% of their time or an average of 17 minutes if they work a 40

hour week.

AVERAGE PERCENT TIME SPENT BY ALL MEMBERS....coveeesscacsnnscenss
1. Advise persons of rights (per miranda) .97
2. Estimate speed of moving vehicles .59

This means that the whole group spends .97% of their time performing task
1. This is the same figure as in the AVERAGE PERCENT TIME BY MEMBERS
PERFORMING column because 100% of the officers perform this task. But for task
2 only 85% of the members "estimate speed of moving vehicles" so when the time
for 100% of the group is calculated it is Tower, .59% or about 14 minutes in a

40 hour week.

CUMULATIVE SUM OF AVERAGE PERCENT TIME SPENT BY. ALL MEMBERS......
1. Advise persons of rights (per miranda) .9}
2. Estimate speed of moving vehicles 1.56
3. Detain driver of suspect vehicle or vessel 2.08

This means that for the selected total group in this job description, the

officers spend 2% of their time on the three tasks listed in the example.

N Ty T T T T T R

Other Numbers and Codes

On the left hand side of each task statement under 3 column heading D-TSK

(Figure 3) there is a letter followed by a number. The D-TSK stands for duty

D-TSK | N

A 6. Task
10. Task

3. Task

11. Task
263. Task
71. Task

22. Task

14. Task

4. Task

96. Task

— —— ——

10
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Figure 3. Numbers and codes.

and task. Duties can be assigned letter codes. The PSTC survey does not
include duties therefore the D column always has an A in it. The TSK column
has the number corresponding to the task number in the survey booklet.

In the far right hand column there is the letter N. The N column is a

count by 5's of tasks listed.

Relationship to other reports

The job description is not only the basis for many of the other reports

but there are many uses of the job descriptions data for many kinds of people.

Uses For trainers and training managers

The training system can use the job description to build a new job speci-
fic training course. Topics and skills in an existing course can be matched to

what officers do.




The tasks performed by a large segment of the agency such as 50% or more
of those tasks which make up 50% of duty can be criteria for inclusion in the
training program.

The job description is also the starting point for developing Task Summary

Sheets.

Uses for Managers

e TR A £ AT, XM B

From a job description supervisors or managers can see how job time is
being spent. If too much time is being spent "arranging for repair of official
vehicles" it may have implications for purchasing new vehicles or instituting a

preventive maintenance system.

Uses for Personnel Officers

A job description can be used to prepare more accurate traditional job
descriptions. The data can also be used as the basis for setting selection

criteria.

Group Summary Report

Overview

A group summary report (Figures 4 and 5) is a summary of all tasks on
the task 1ist for two or more groups or individuals. The report can pre-
sent summarized job description data in three ways:

e the percent of members performing each task in the survey,

e the average percent time spent on each task by all members in the

survey, or

® a report that reflects both the percent of members performing and

the percent time spent of all members in the groups.

The groups may be composed of any individuals or groups for which there is
a job description.

" The maximum number of groups which can be displayed is 12. The 12
groups can all be based on percent members performing or all based on per-
cent time spent or there can be a combination of percent members perférming
and percent time spent. If there is a combination the maximum number of
groups on one page is reduced to six. The order in which these groups are
presented is optional and may be altered @o suit the individuci needs of
the user. Al1 tasks will appear in the report regardless of whether or not
they are performed by any member of the groups presented. The task list is

provided in the survey booklet order.
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Interpretation

Before one interprets the group summary report, it is useful to know
what the codes and numbers stand for. The principal page headings on page

1 of the report are diagrammed in Figure 7.

1. Title of Group Summary 2. Report ID 3. Page Number

4, Group

5. Reports on the following groups were requested

6. Code for each group 7. Number of Members
GROUP IDENTITY = CONTAINING MEMBERS.
GROUP IDENTITY = CONTAINING MEMBERS.
GROUP IDENTITY = CONTAINING MEMBERS.
GROUP IDENTITY = CONTAINING MEMBERS.
GROUP IDENTITY = CONTAINING MEMBERS.
GROUP IDENTITY = CONTAINING MEMBERS.

Figure 6. Identification of components of Group Summary Report page 1.

Page Headings .

1. Title: The title is chosen by the user. It describes the people
included in the group summary.

2. Report ID: The report ID is a 6 character identification code chosen
by the user. .

3. Page number: The program numbers the pages. The group description

information is always on page 1 of a group summary.

13

4. Group: the user chooses a descriptive title for the group.

5. REPORTS ON THE FOLLOWING GROUPS WERE REQUESTED: the program prints

the statement above the group identity information.

6. Group identity: the user assigns a code to each group or individual.
The code can be up tp 6 alphanumeric characters in length. Each code is
followed by a definition or description of the individual or group 1n~r
cluded in the code. The user also orders the groups. The codes are used
by the program as column headings for the appropriate job description.

7.  Number of members: the program calculates the number of members in
each of the groups and prihts it.

The principal page headings on page 2 are diagrammed in Figure 8.

1. Title of Group Summary .1 2. Report ID 3. Page Number

4. Task Group Summary

5. Percent Members Performing

Figure 7. Identification of components of Group Summary Report, Page 2.

1. Title: title chosen by user.
2. Report ID: Users name for the report.
3. Page Number: The program assigns the page numbers. The first page of

data is on page 2. The headings on all pages after 2 are the same as 2.

R AR SRR g
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4, The user may choose a TASK group summary or a DUTY group summary. The
choice is printed in this space. (The PSTC survey does not include
duties.)

5. The user may choose a percent members performing, a percent time spent,
or a percent members performing and a percent time spent option. The

choice is printed in this space.

Other codes

/ The next section of the group summary has a list of phrases headed by
the code DY-TSK. The DY stands for duty and TSK for tasks. The list
of tasks is in survey booklet order. The A to the left of the tasks is a
place for a duty code. Since duty data was not collected all the duties

are "A". The columns of numbers are headed by the codes for each group.

The codes are the group identities selected by the user and defined on page

1 of the group summary report.

Relationship to other reports

The data contained in the group summary is a subset of the data from
two or more job descriptions. The group summary is useful in that it allows
the user to make comparisons based on percent members performing and/or per-
cent timé spent by all members across various groups without having to con-
sult all the separate job descriptions. Also, the data is in survey booklet

order which makes it easier to find the data for a specific task.

Uses for trainers and training managers

Trainers can identify tasks appropriate to their trainees. For

example, of the groups are divided by 1ength'of service the tasks performed

15

in the first year are candidates for initial entry training. If the groups
are divided by rank, tasks performed by corporals or sergeants are can-
didates for training aimed at newly promoted officers. If the groups are
divided by agency both the appropriate and inappropriate tasks for each

agency become apparent.

Uses for managers

From a group summary, supervisors or managers can see how different

groups divide their job time.

Uses for personnel officers
The personnel officers can make rank, geographic, age, paygrade, years
of service, and so on, comparisons. The data can be used to assist 1in

making assignments, establishing pay rates, and setting promotion criteria.
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Group Difference Report

Overview

A group difference report (Figure 8) is designed to identify those
tasks on which two selected groups are most different. Either or both of
the groups may be individuals. The first task listed is the one on which
the percent performing in the first group exceeds that of the second group
by the greatest amount. The succeeding tasks are listed in descending
order of difference until there is no difference between the groups. Then
the tasks continue in ascending order of negative difference (or the dif-
ference by which the second group exceeds the first group).

The percent performing data is presented for each task for each group
followed by the net difference between the groups. The report also pre-
sents the average percent time_performing for each task for each group
followed by the difference between the groups.

Any special group, class, or combination of background variab1e§ can
be selected to describe the groups for a group difference report as long
as the variables have been specified in the "background" section. For
exampie, it would be possible to form groups by physical characteristics,

“

age, rank, county, or level of education.

Interpretation

Before one interprets the group summary report, it is useful to know
what the codes and numbers stand for. The principal page headings dre

diagrammed in Figure 9.




AVERAGE PERCENT TIME BY ALL GROUP MEMBERS —DIFFERENCE, TOTHS MINUS TOTCL....covcvrerecersrinnnnennens :
TOTCL AVERAGE PERCENT TIME BY ALL GROUP MEMBERS........cciimieeiiimirissionisesmmnissossssesssesssens : i
TOTHS AVERAGE PERCGENT TIME BY ALL GROUP MEMBERS......cc.covnvnenimnnmmenesionesensssssssessessess i
PERCENT MEMBERS PERFORMING—-DIFFERENCE, TOTHS MINUS TOTCL....cccovevvurnne;

TOTCL PERCENT MEMBERS PERFORMINGL......ccvcvmnivenimsinsmnssnsinmisissin g

TOTHS PERCENT MEMBERS PERFORMING......ccocoecnrinimineessinaersssacsnnnes : i

TRUNCATED TASK DESCRIPTION

|
|
|
\
|
|
i

Abbreviations used: TOTHS = Total High School, TOTCL = Total College

ADMINISTER BREATHOLIZER TEST TO SUSPECTED . 31,14 2268 8.45 22 14 .08

PERFORM PREVENTIVE MAINTENANCE 47.73  40.04 7.69 .36 .28 .09

PHOTOGRAPH SCENE OF INVESTIGATION 41.14 33.73 7.41 31 22 .09

PERFORM EMERGENCY REPAIRS ) 47.05 40.04 7.01 .25 .20 .04

MAKE IMPRINTS OF TIRE, ANIMAL, OR FOOT MARKS 1773  11.24 6.48 12 .05 .06

DELIVER DEPARTMENTAL MAIL 2182 15.38 6.43 13 .07 .06

SHAKEDOWN CELLS, CELL BLOCKS, OR TANKS 10.00 4.34 5.66 .06 .02 .04 -
ISSUE PICK-UP OR WANTED NOTICES 5159 46.15 5.44 .38 .26 12 ~
PHOTOGRAPH LATENT FINGERPRINTS . . 14.09 8.68 5.41 A1 .04 .07

Middie of Task List Deleted for This Table :

CONSULT PROSECUTOR ON STATUS OF OUTSTANDING CHARGES 44,09 5227 -8.18 27 .35 -07 ;
EXPLAIN RULES AND REGULATIONS 61.82 70.02 -8.20 .53 .67 -14

PLAN TACTICS FOR CONDUCTING INVESTIGATIONS 36.14 4458 -8.44 27 34 -07

CONDUCT STRIP SEARCH 36.36 44.97 -8.61 .20 .25 -.04

EVALUATE INSTRUCTORS 13.86 22.49 -8.62 .07 1 -04

PARTICIPATE IN EXECUTION OF SEARCH WARRANTS 4500 5365 -8.65 .26 40 -14

INVENTORY PRISONERS' PRCOPERTY 55.68 64.50 -8.82 A1 43 -01

SEIZE OR CONFISCATE EVIDENCE 55.23 65.29 -10.06 39 .46 -07

DETERMINE MODUS OPERANDI| OF CRIME 55.45 66.47 -11.01 45 .54 -10

MAINTAIN OWN FiLE OF WARNINGS OR ARRESTS 5114 6252 -11.3S .45 57 -11

CONFRONT OR MONITOR GROUPS 60.68 74.16 -13.48 .36 47 -10

PROVIDE HELP TO MENTALLY DISTURBED CITIZENS 50.00 64.10 -14.10 37 43 -.06

Figure 8. Group Di fference Report
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Page Headings
i Difference 2. Report 3. Page
t EéglstOf Broup DifTe ID Number
4. Descriptive title of two groups
5. First group code MEMBERS = 6. Number of members in the
first group

MEMBERS =1 8. Number of members in the

. ond group code
7. Secon '9 p second group

Figure 9. Identification of components of firoup Difference Report,
top of page 1.
1. Title: The title is chosen by the user.

2. Report ID: The report ID is a 6 character identification code chosen
by the user. .

3. Page numbher: The program numbers the pages.
4. Descriptive title éf both groups:

The user chooses the description of
the groups. :

5. First group‘COde:‘ The user assigns a code to the first group. The
code may have up to 6 characters.

6. Number of members in the first group: The program calculates the
number of members ‘in the first group and prints it.

7. Second group code: The user assigns a code to the second group. The
code may have up to 6 characters.

Number of members in the second group: The program calcuates the
number of members in the second group and prints it.
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Column Headings

The next section of the group difference report contains the following

six statements. Each is followed by a dotted line leading to a column of

numbers.

14 AVERAGE PERCENT TIME BY ALL GROUP MEMBERS-DIFFERENCE, Grp 1 MINUS Grp 2
13 Group 2 AVERAGE PERCENT TIME BY ALL GROUP MEMBERS
12 Group 1 AVERAGE PERCENT TIME BY ALL GROUP MEMBERS e v vveeiiiinnnnnnnss
11  PERCENT MEMBERS PERFORMING-DIFFERENCE, Grp 1 MINUS Grp 2
10  Group 2 PERCENT MEMBERS PERFORMING.

9 Group 1 PERCENT MEMBERS PERFORMING

LA AR R 2 R N I GAr A
---------

----------------------

The columns are usually read from left to right, therefore the state-

ments will be described in that order. In an actual report the codes

selected by the user would be in the places marked (Group 1) or (Group 2).

9. Column one is the percent of members in group 1 who perform the task.
10. Column two is the percent of members in group 2 who perform the task.
11. Column three is the difference between the two groups in the percent
of members performing. The number will be positive at the'beginning
of the list but it may go down to zero and then become negative. It
is arrived at by subtracting column 2 from column 1.

12. Column four is the average percent time spent performing é? all group

1 members.

13. Column five is the average percent time spent performing by all group

2 members.

*

14. Column six is the difference between the graups in the average percent

time spent performing.

S pp—
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Other Codes
Below the column headings and over to the right are the letters
"D-TSK." The "D" heads the duty symbol and the "TSK" heads the task number

column. The task titles are listed as they appear in all of the reports.

EXAMPLES

Group 1 PERCENT MEMBERS PERFORMING..eevevrrnererannnnnnns beswess

ADMINISTER BREATHOLIZER TEST TO SUSPECTED INTOXICATED

DRIVERS OR PILOTS 31.14
PERFORM PREVENTIVE MAINTENANCE ON PATROL VEHICLE 47.73
OR VESSEL

This means 31% of group 1 administers breatholizer tests and 47% perform

preventive maintenance.

Group 2 PERCENT MEMBERS PERFORMING.....vvvvvsncnnserenascnsnnnns

ADMINISTER BREATHOLIZER TEST TO SUSPECTED INTOXICATED 22.68
DRIVERS OR PILOTS -

PERFORM PREVENTIVE MAINTENANCE ON PATROL VEHICLE 40.04
OR VESSEL

This means 22% of group 2 administers breatholizer tests and 40% perform

preventive maintenance.

PERCENT MEMBERS PERFORMING-DIFFERENCE Grp 1 MINUS Grp 2.........

ADMINISTER BREATHOLIZER TEST TC:SUSPECTED INTOXICATED 8.45
DRIVERS OR PILOTS '

PERFORM PREVENTIVE MAINTENANCE ON PATROL VEHICLE 7.69
OR VESSEL

g SR R— o ot L by oA TR A T+ A4 e 8 £ L e e i e M e = s
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This column indicates that the difference between the 31.14 percent of.
people in Group 1 and the 47.73 percent is 8.45 for the breatholizer test

task. The difference for the perform maintenance task is 7.69.

Group 1 AVERAGE PERCENT TIME BY ALL GROUP MEMBERS......ceveesnes

ADMINISTER BREATHOLIZER TEST TO SUSPECTED INTOXICATED .22
DRIVERS OR PILOTS

PERFORM PREVENTIVE MAINTENANCE ON PATROL VEHICLE .36
OR VESSEL

This means the average percent time spent by group 1 members on the admin-

ister breatholizer task is .22 and .36 on the perform maintenance.
Group 2 AVERAGE PERCENT TIME BY ALL GROUP MEMBERS....eeveenecens

ADMINISTER BREATHOLIZER TEST TO SUSPECTED INTOXICATED :14
DRIVERS OR PILOTS
PERFORM PREVENTIVE MAINTENANCE ON PATROL VEHICLE .28
OR VESSEL
This means that the average percent time spent by group 2 members on the

administer breatholizer task is .14 and .28 on the perfaorm maintenance

task. f

AVERAGE PERCENT TIME BY ALL GROUP MEMBERS-DIFFERENCE, Grp 1 MINUS Grp 2..

ADMINISTER BREATHOLIZER TEST TO SUSPECTED INTOXICATED :08

DRIVERS OR PILOTS

PERFORM PREVENTIVE MAINTENANCE ON PATROL VEHICLE .09

OR VESSEL

S———
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This column indicates that the difference between the .22 percent time .
spent by group 1 and the .14 percent time spent by group 2 is .08 for the
administer breatholizer task. The difference for the perform maintenance
task is .09. (Note that the tasks are ordered on the first difference,

Column 3, and the percent time spent is therefore not ordered.)

Relationship to other reports

The group difference report is based on the job descriptions for the
two groups. The tasks are merely reordered by the magnitide of differences

and displayed in a new format.

Uses for Trainers and Training Managers

The reports highlight differences and similarities between groups.
The information can be used to select common tasks which should be included
in "core" curriculum and those which are performed by unique groups and

therefore should Le trained only to those groups.

Uses for Managers and Personnel Officers

A group difference report documents the differences between groups but
only well informed managers and personnel officers can decide whether the
differences are important ones. Important differences could impact on

assignments and policy decisions.

SSSES N RS S R N S ek S S SRR [
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Equipment Usage Summary

Overview

The Equipment Summary (Figure 10) is a listing of all the equipment
used by a specified group. The equipment is listed in descending order of
percent of members using the equipment. Only the equipment used by at
least one officer will appear on the summary.

The report can be specially generated for any group or individual in
the survey population. The officers were asked only whether they used a

piece of equipment.

Interpretation

The Equipment Summaries are edited computer reports. Most of the
titles are self-explanatory. The column of numbers in Figure 10 on the
right hand side of the page is the percent of officers who use each piece
of equipment. The numbers in front of the piece of equipment corresponds
to the order in the survey booklet. The letters in the Teft hand column
correspond to the eauipment categories in the survey booklet. The meaning

of each letter is given in Table 1.

Table 1. Letter Codes for types of equipment

A Vehicles
Aircraft
Animals

Boats

Office Equipment
Communications
Weapons

Safety and Rescue
Photography
Audiovisual

Kits
Miscellaneous

AR GQIDIOMMOOO
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EQUIPMENT USAGE FOR TOTAL LAW ENFORCEMENT WITHIN FLORIDA

EQUIPMENT FROM SURVEY BOOKLET PERCENT OF
MEMBERS USING

G 91 REVOLVER OR PISTOL 90.6
F 52 PATROL CAR RADIO (MOUNTED) ) 86.6
L 217 HANDCUFFS, LEGIRONS, WAISTIRONS, THUMBCUFFS, OR FLEXCUFFS 84.2
A 9 AUTOMOBILE (MARKED PATROL CAR) 80.9
F 55 2-WAY RADIO - WALKIE-TALKIE 79.4
E 37 PHOTOCOPIER (SUCH AS XEROX MACHINE) 78.1
E 39 TYPEWRITER 77.2
K 165 WEAPONS CLEANING KIT 75.6
G 92 SHOTGUN 74.1
H 117 VEHICULAR WARNING LIGHTS (BLUE LIGHTS) 70.8
L 190 SPOTLIGHT 70.7
A 10 AUTOMOBILE (UNMARKED CAR) 70.1
F 51 BASE STATION POLICE RADIO 68.4
"G 84 BATON (NIGHT STICK) 67.2
L 195 BATTERY JUMPER CABLES 65.9
L 186 BINOCULARS 63.4
K 170 FIRST AID SUPPLIES 62.9
L 214 ELECTRIC SIREN 60.9
H 105 BODY ARMOR (HIDDEN VEST, EXTERIOR VEST) 59.1
K 175 ACCIDENT INVESTIGATION EQUIPMENT 53.6
L 221 MAPS (INCLUDES AERIAL AND TOPOGRAPICAL) 52.4
E 36 CALCULATOR/ADDING MACHINES 52.0
H 110 FIRE EXTINGUISHER-OR FIRE AGENTS 47.6
F 66 PUBLIC ADDRESS SYSTEM 45.5
J 148 TAPE RECORDER (CASSETTE) 42.5
L 233 TAPE MEASURE g 41.4
I 144 INSTANT PICTURE CAMERA (SUCH AS POLAROID) 41.0
F 68 TELETYPE 40.9
E 47 STORAGE FILE 40.6
H 116 FLARES 40.4
K 154 DRUG QR NARCOTIC IDENTIFICATION KIT 39.7
L 197 CAR DOOR LOCK OPENING DEVICE 38.4
F 62 COMPUTER TERMINAL ' 38.3
K 156 FINGERPRINTING KIT 37.6
H 108 RIOT GEAR 36.9
H 141 ROPE 31.6

Figure 10. Partial Equipment Usage Summary
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Relationship to other reports

The equipment usage summary has no dependent relationship to other
reports. However the equipment results can be used in conjunction with

other data just as for any other background or special information.

Uses for trainers and training managers

Data on the equipment used by law enforcement can be directly
translated into training requirements. Any equipment used by officers is a

candidate for inclusion in training.

Uses for managers

Managers can use the equipment data to help make decisions on which
equipment should be issued and which supplied by the officer. It also pro-
vides some information on whether officers are using equipment as expected

(for example, body armor).

Uses for personnel officers

The strength, skills, visual or auditory acuity, and manual dexterity
requirements to operate commonly used equipment are;potentia1 bases for the

development of selection criteria.
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Forms and Reports Summary f; FORMS AND REPORTS USAGE FOR TOTAL LAW ENFORCEMENT WITHIN FLORIDA

i TITLE OF FORM FROM SURVEY BOOKLET (Truncated) PERCENT OF

Overview MEMBERS USING

The Forms and Reports Summary (Figure 11) is a listing of all the forms

;- A 1 OFFENSE OR MULTI-PURPOSE REPORT OR SUPPLEMENT (NAMES OF VICT 93.5
ifi . forms and reports are listed in descending o A 2 MIRANDA STATEMENT OR ADVICE OF RIGHTS N , 88.7
used by a specified group. The for P 4 A 10 CITATIONS 81.5
' ing the forms or reports. Only those reports b A 7 STOLEN OR TOWED VEHICLE REPORT (INCLUDES BOATS AND BICYCLES) 79.9
order of percent of members using P ; A 21 PROPERTY RECEIPT OR CHAIN OF CUSTODY 79.7
' ficer will appear on the summary. : A 35 VEHICLE OR VESSEL ACCIDENT REPORTS 66.8
that are used by at least one officer PP g, A 36 DRIVER EXCHANGE OF INFORMATION (VEHICLE ACCIDENT) 66.6
ted for any group or individual in the survey. v A 14 CRIMINAL RECORD CHECK REQUEST 65.5
The report can be generate y grotp § A 79 VEHICLE INVENTORY (IMPOUNDED, STORAGE RECEIPT) 65.4
e offi ther they used a form or report). 1 A 13 DRIVER'S RECORD OR LICENSE STATUS CHECK REQUEST 63.8
(Thie officers were asked only whether they ; A 43 ACTIVITY REPORTS OR WORKSHEETS 63.8
; A 4 MISSING PERSON REPORT 63.1
L A 29 FIELD INFORMATION CONTACT REPORT OR SUPPLEMENT 62.0
tuterpretation z A 11 ARREST TICKET (STATE ATTORNEY INTAKE WORKSHEET) 61.2
P i A 106 JUVENILE COMPLAINT, ARREST, OR REPORT FORM; PROBABLE CAUSE  61.0
Summaries are edited computer reports. Most of A 37 PARKING VIOLATION . 60.4
The Forms and Reports Summ P | A 9 OFFICIAL WARNINGS, SUCH AS TRAFFIC, PUBLIC NUISANCE, OR TRES 56.8
; ; tory. The colum of numbers in Figure 11 on the A 5 HARASSING OR OBSCENE PHONE CALL INFORMATION 54.4
the titles are self-explanatory ! A 20 REFUSAL 70 SUBHT TO CHEMICAL TesT 52.6
i i is the percent of officers who use each form or ; A 26 REQUEST FOR LAB ANALYSIS (SUCH AS URINE, BLOOD ANALYSIS, OR 52.4
right hand side of the page is The P 1 A 19 RESISTING OR OPPOSING ARREST OR OFFICER'S ACTIONS REPORT ~  49.8
i t of the form or report corresponds to the i A 8 CANCELLATION (WANTED PERSON OR VEHICLE) 48.6
report. The numbers in front o P | A 69 NOTICE TO APPEAR (DEFENDANT), SUBPOENA 48.2
. i A 34 CONSENT TO SEARCH WAIVER 43.5
order in the survey booklet. : A 60 FUEL, OIL USE, OR INVENTORY REPORTS 43.5
| A 61 PATROL VEHICLE OR VESSEL CHECKLIST OR LOG (MAY-INCLUDE PERIO 42.3
: A 16 REFERRAL SHEET (COMPLAINT) 41.1
. . ~ A 51 PERSONNEL REPORTS, CHECKLISTS, OR REQUESTS 41.0
Relationship to other reports A 72 STATENENT BY DEFEADANT ) 39.1
has no dependent relationship to other A 74.INTERVIEW (REPORT OR WITNESS CONSENT STATEMENT 39.1
The forms and reports sumary P A 18.CONCEALED WEAPON REPORT 39.0
forms and reports results can be used in conjunction A 17 WORTHLESS DOCUMENTS 37.9
reports. However, the forms and rep A 12 SURVEILLANCE OR SUSPECT INFO. (INTELLIGENCE OFFICER USE)  37.1
' j other background or special information. A 64 EQUIPMENT, REQUISITION, OR REPAIR REQUEST 36.6
with other data just as for any J P A 25 LATENT PRINTS (WORK ORDER, LIFT CARD RECORD) 36.3
A 6 BOMB THREAT CALLER INFORMATION 35.6

Uses for trainers and training managers 3 )

s and reports used by law enforcement officers can be .
pata o fhe Tor P ¢ Figure 11. Partial Forms and Reports Usage Summary

directly translated into training requirements. Any form that officers use

o

js a candidate for training. LA
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Uses for managers

Managers can use the usage data to select forms for revision or stan-
dardization. Forms used by many officers should be both optimally effi-
cient to complete and to interpret. For example, 93% of Florida law enfor-
cement officers use an “"offense or multi-purpose report or supplement."
Several reports with this function are used throughout the state. Managers
should decide whether the version used in their agency best serves its

needs.

Uses for personnel managers

The data in the forms and reports summary can be used to identify
reading, writing, interpreting, and sketching skills required on the job.
Insuring that officers have these skills can either be assigned to training

or mighi be considered as candidates for selection tests.

iR e T
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Special Requirements

Functions within Law Enforcement

Overview

A Special Requirements Report for Functions (Figure 12) 1ists functions
performed by all members in a specified group. The group may be composed
of a single person. The functions may be iisted in descending order of:

0 percent performing the task

o relative time spent performing by all members

o or relative time spent by those who perform the task

Any special group, class, or combination of background information can
be selected to form a functions report. A single variable or combination
of variables can be the basis to constitute a group.
EXAMPLE

It would be possible to form a group composed of all officers who work

in a given geographic area and have more than 10 years service.

Another group could be composed of sheriffs in panhandle counties.

A third group could be composed of officers in large cities or coun-

ties where most officers have special assignments.

Interpretation

Before one inierprets the functions report, it is useful to know what
the codes and numbers stand for. The principal page headings are
diagrammed in Figure 13. Following the figure is a description of each ele-
ment in the page heading. The page headings are numbered 1 through 7. The
numbers within the boxes, by titles, or by phrases are for identification

in the users guide; the numbers are not part of the computer output.
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FUNCTEONS FOR TOTAL LaW ENFORCEMENT
NESCRIFTION OF SPECIAL REQUIREMENTS GROUF 13 FUNCTIO

OTASK JOR DESCRIFTION CABES THERE DUTIES
P 7 v 1

CUMULATIVE SUM OF AVERAGE
- AVERAGE
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MERS
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FERCENT TIME SFENT RY

- TOTGERL
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1

ALL MEMBERS s o004

AVERAGE FERCENT TIME SPENT BY MEMBERS FERFORMING ...

FERCENT OF MEMBERS PERFORM
N=-T8K DUTY/ZTASK TITLE

4 WRITING REFORTS

3 AW ENFORCEMENT ‘ -
2 FROVIDING FUBRLIC SERVICE

9 0 ALl OTHER

i L MAINTAINING FUBLIC ORDER

3

P 2>

>

Figure 12. Functions Report.
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2 3. PAGE (number)

Réport 1.D.

1. Title of Report
and special group, if any

TASK J0B DESCRIPTION 4, CASES 5. TASKS 6. DUTIES 7. MBRS
total “ total total number of
number number of number people in

of people functions of duties special
in job in job in job group

Figure 13. Identification of Cbmponents of Functions Report

Page Headings

1. Title: The title is chosen by the user. It describes the people
included in the functions report. It may be an individual's name, an
agency, or a special sub group, such as women officers.

2. Report ID: The report ID is a 6 character identification code chosen
by the user. The report ID's are in the report ID index.

3. Page number: The program numbers the pages.

4, Cases: A function report may or may not include everyone in the group.

The number of cases is everyone inithe total group whether or not they
are included in the functions report.

5. Tasks: Not é]] functions are performed by all people. The number of
"tasks" in the report includes all functions in the inventory, not
just the number performed by the people included in the functions
report.

6. Duties: If the functions are divided up into duties, the number of

duties in the total job is printed here.

@
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7. Members: Only the number of people from the group included in this

functions report is printed here.

Column Titles

The next section of the functions report contains the following four
statements (numbered 8 to 11). FEach is followed by dotted lines Teading to

a column of numbers.

11 CUMULATIVE SUM OF AVERAGE PERCENT TIME SPENT BY ALL MEMBERS
10 AVERAGE PERCENT TIME SPENT BY ALL MEMBERS...veuvuenenernnnsnsnenennen
9 AVERAGE PERCENT TIME BY MEMBERS PERFORMING
8 PERCENT OF MEMBERS PERFORMING.....

The columns are usually read left to right and therefore the statements

will be described in that order.

8. The percent of members in the group who perform the function

9. The average percent of time spent by the members who perform the

function. That is, of those persons who actually perform a given
function, how much of their time, on the average, is spent on that

function.

10. The average percent of time spent by all members in the group, whether

or not they perform the function.

11. The cumulative sum of the average time spent on the function by all

members in the group.

EXAMPLES
8. PERCENT OF MEMBERS PERFORMING

4, Writing reports | 96.9}
3. Law enforcement 96.55
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This means 97% of the group "Write reports" and 96% of the group perform

"law enforcement.”

9. AVERAGE PERCENT TIME SPENT BY MEMBERS PERFORMING.....veeecenvaana
4. Writing reports ‘ |  26.07
3. Law enforcement 23.37

This means that the officers in the group who write reports spend
about 26% of their time doing it. If they work a 40 hour week they would
average about 10 hours a week. For the second law enforcement function
above it means that those who perform it spend about 23% of their time, or

an average of about 9 hours if they work a 40 hour week.

10. AVERAGE PERCENT TIME SPENT BY ALL MEMBERS..veeeeocenesconsnvconas
4, Writing reports 25.28
3. Law enforcement 22.56

This means that 25% of total working time is spent writing reports.

The percentage is less than the time spent by members performing because

only about 97% of the members do it. (The "average percent time by all
members" is the product of "the percent of members performing" and "the

average percent time spent by members perferming.")

; 11. CUMULATIVE SUM OF AVERAGE PERCENT TIME SPENT BY ALL MEMBERS......
4. Writing reports 25.28
3. Law enforcement 47.84

This means that for the selected total group in this report, the
. officers spend about 48% of their time on the two functions listed in the

example.

Sel
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Other Numbers and Codes

On the left hand side of each task statement under a column heading D-TSK

(Figure 14) there is a letter followed by a number. The D-TSK stands for "duty

...................................... TASK
................................... . SEQ
B T . .« . NO
' D-TSK

A Function .
A Function -
A Function -

) A Function -
A Function — 5

Figure 14, Other numbers and codes on the Functions Report

and task." Duties can be assigned letter codes. The PSTC survey does not
include duties, therefore, the D cé]umn always has an A in it. The TSK column
has the number corresponding to thg function number in the survey booklet.

In the far right hand column there is the code TASK SEQ NO. The
TASK SEQ NO is a count by 5's of items listed. The task sequence numbers
can be used in conjunction with cdhu]ative time spent to identify how many
functions make up the major part of a job. For examﬁ]e, in Figure 15, 4

functions make up 84% of the total job time.
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- CUMULATIVE SUM OF AVERAGE PERCENT TIME SPENT BY ALL MEMBERS....veve.. TASK
. SEQ
| . NO
4. Writing reports 25.2é
4 3. Law enforcement 47.84
2. Providing public service 68.24
5. A1l other . 84.37
1. Maintaining public order 99.03 5

Figure 15. Cumulative time spent and function sequence numbers

Relationship to other reports

The function report can be used in combination with other reports but

is not related to any other report.

Uses for Managers

From a functions report, supervisors or managers can see how job time
is being spent. For example, if too much time is being spent "writing
reports" it may have implications for revising the reports, changing report

requirements, or installing dictation equipment.

e e S R e
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Special Requirements

Areas Patrolled

Overview
A Special Requirements Reportkfor Areas Patrolled (Figure 16) lists
areas patrolled by all members in a specified group. The group may be com-

posed of a single person. The functions may be listed in descending order

of:

e percent performing the task

¢ relative time spent performing by all members

® or relative time spent by those who perform the task

Any special group, class, or combination of background information can
be selected to form an areas patrolled report. A single variable or com-
bination of variables can be the basis to constitute a group.
EXAMPLES

It would be possible to form a group composed of all officers who work

| in a given geographic area regardless of agency.
Another group could be composed of police officers in large urban
metropolitan areas.

A third group could be composed of officers in coastal areas.

Interpretation

Before one interprets the areas patrolled report, it is useful to know
what the codes and numbers stand for. The principal page headings are
diagrammed in Figure 17. Following the figure is a description of each ele-

ment in the page heading. The page headings are numbered 1 through 7. The
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numbers within the boxes, by titles, or'by phrases are for identification

in the users guide; the numbers are not part of the computer output.

2 3. PAGE (number)

Réport I.D.

1. Title of Report
and special group, if any

TASK JOB DESCRIPTION 4. CASES 5. TASKS 6. DUTIES 7. MBRS
total total total number qf
number number of number pecp]g in

of people areas in of duties - special
in job report in job group

Figure 17. Identification of Components of Areas Patrolled Report

Page Headings

1. Title: The title is chosen by the user. It describes thé people
included in the functions. It may be an individual's name, an agency,
or a special sub group, such as women officers.

2. Report ID: The report ID is a 6 character identification code chosen
by the user. The report ID's are in the report ID index.

3. Page number: The program numbers the pages. .

4. Cases: An areas patrolled report may or may not include everyone in
the group. The number of cases is everyone in the total group whether
or not they are included in the report.

5. Tasks: Not all areas are patrolled by all people. The number of
"tasks" in the report includes all areas patrolled in the inventory, not

Jjust the number performed by the people included in the areas

patrolled report.
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6. Duties: If the areas patrolled are divided up into duties, the number
of duties in the total job is printed here. For example, duties
could be waterways, highways and roads, and other areas.

7. Members: Only the number of people from the group included in this

areas patrolled report is printed here.

Column Titles

The next section of the areas patrolled report contains the following
four statements (numbered 8 to 11). Each is followed by dotted Tines
leading to columns of numbers.

11 CUMULATIVE SUM OF AVERAGE PERCENT TIME SPENT BY ALL MEMBERS
10 AVERAGE PERCENT TIME SPENT BY ALL MEMBERS

The columns are usually read left to right and therefore the statements

will be described in that order.
8. The percent of members in the group who patrol the area

9. The average percent of time spent by the members who patrol the

area. That is, of those persons who actually patrol a given area,

how much of their time, on the average, is spent in that area.

10. The average percent of time spent by all members in the group, whether

or not they patrol the area.

-

11. The cumulative sum of the average time spent patrolling the area by

all members in the group.
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EXAMPLES
8. PERCENT OF MEMBERS PERFORMING. . veeeeveosencesossasosssesnsnacnssns
1. Within residential areas 89.45
2. Within commercial areas 84.95

This means 89% of the group "patrol residential areas" and 85% of the group

"patrol commercial areas."

9. AVERAGE PERCENT TIME SPENT BY MEMBERS PERFORMING...eeveveueens -
1. Within residential areas 25.85
2. Within commercja1 areas 23.27

This means that the officers in the group who write reports spend
about 23% of their time doing it. If they work a 40 hour week they would
average about 9 hours a week. Also for the officers who patrol commercial

areas, it means that those who perform it spend about the same time.

10. AVERAGE PERCENT TIME SPENT BY ALL MEMBERS....eevees vesnee cerennee
4, Within residential areas 20.4&
3. Within commercial areas ‘ 19.77

This means that 20% of total working time is spent patrolling residen-

tial areas. The percentage is less than the time spenﬁ.by members perfor-

ming because only about 89% of the members do it. (The "average percent -
time by all members" is the product of "the percent of members performing"

and "the average percent time spent by members performing.")

-

11. CUMULATIVE SUM OF AVERAGE PERCENT TIME SPENT BY ALL MEMBERS......
4, Within residential areas 20.4A
3. Within commercial areas 40.21

R R A T
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This means that for the selected total group in this report, the

officers spend about 40% of their time in the two areas patrolled listed in

the example.

Other Numbers and Cedes

On the left hand side of each task statement under a column heading D-TSK

(Figure 18) there is a letter followed by a number. The D-TSK stands for "duty

............................. eeaecenss TASK

Ceareeteareiriariateaniarirerraanas : SEQ
.......... . NO

D-TSK

A Area

A Area T T

A Area T T

A Area T T T

A Area T 5

Figure 18. Other numbers and codes on the Area Patrolled Report

and task." Duties can be assigned letter codes. The PSTC survey does not

include duties, therefore, the D column always has aﬁ A in it. The TSK column

has the number corresponding to the‘area patrolled number in the survey booklet.
In the far right hand column there is the code TASK SEQ NO. The

TASK SEQ NO is a count by 5's of items listed. The task sequence numbers

IS

can be used in conjunction with cumulative time sperit to jdentify how many
areas patrolled make up the major part of a job. For example, in Figure 19,

3 areas patrolled make up 49% of the total job time.

R
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CUMULATIVE SUM OF AVERAGE PERCENT TIME SPENT BY ALL MEMBERS......ee.. gégk
. NO

1. Within residential areas 20.44

2. Within commercial areas 40.21

7. On state highways 49.16

9. Patrolling other areas : 57.16

3. In rural areas 63.72 5

Figure 19. Cumulative time spent and areas patrolled sequence numbers

Relationship to other reports

The areas patrolled report can be used in combination with other

reports but is not related to any other report.

Uses for trainers

If the majority of time patrolling is in residential areas and commer-
cial, the training should prepare the officers for the law enforcement

tasks performed in those areas.

Uses for Managers

From an areas patrolled report, supervisors or managers can see where
job time is being spent. For example, if too much time is being spent in
rural areas, it may have implications for reassigning officers to areas of

more concern.
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Special Requirements

Types of Transportation

Overview

A Special Requirements Report for types of transportation (Figure 20)
1ists types of transportation used by all members in a specified group.
The group may be composed of a single person. The types of transportation
may be listed in descending order of:

0 percent performing the task

o relative time spent performing by all members

o relative time spent by those who perform the task

Any special group, class, or combination of background information can
be selected to form a types of transportation report. A single variable or
combination of variables can be the basis to constitute a group.

EXAMPLES
o It would be possible to form a group composed of all officers who work
‘a night shift and are in a major metropolitan érea.
0 Another group could be composed of agents on épecial assignments in

1rura1 areas.

o A third group could be composed of officers on the east coast who

cannot swim.

Interpretation

Before one interprets the types of transportation report, it is useful

the know what codes and numbers stand for. The principal page headings are
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diagrammed in Figure 21. Following the figure is a description of each ele-
ment in the page heading. The page headings are numbered 1 through 7. The
numbers within the boxes, by titles, or by phrases are for identification

in the users guide; numbers are not part of the computer output.

2. 3. PAGE (number)

Report 1.D.

1. Title of Report
and special group, if any

TASK JOB DESCRIPTION 4. CASES 5. TASKS 6. DUTIES 7. MBRS
" total total total number of
number number of number peop]g in
of people types of of duties special
in job transpor- in job group
tation

Figure 21. Identification of Components of the types of transportation.

Page Headings

1. Title: The title is chosen by the user. It describes the people
included in the types of transportation report. It may be an
individual's name, an agency, or a special sub group, such as women
officers.

2. Report ID: The report ID is a 6 character identification code chosen
by the user. The report ID's are in the report ID index.

3. Page number: The program numbers the pages.

4, Cases: A types of transportation report may or may not include

everyone in the group. The number of cases is everyone in the total
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group whether or not they are included in the functions report.

5. Tasks: Not all types of transportation are used by all people. The
number of "tasks" in the report includes all types of transportation
in the inventory, not just the number performed by the people included
in the types of transportation report.

6. Duties: If the types of transportation are divided up into "duties",
the number of duties in the total job is printed here.

7. Members: Only the number of people from the group included in this

types of transportation report is printed here.

Column Titles

The next section of the type of transportation report contains the
following four statements (numbered 8 to 11). Each is followed by dotted
1ines Teading to a column of numbers.

11 CUMULATIVE SUM OF AVERAGE PERCENT TIME SPENT BY ALL MEMBERS
10 AVERAGE PERCENT TIME SPENT BY ALL MEMBERS

ooooooooooooooo
----------------------------
----------------------

The columns are usually read left to right and therefore the statements
wiﬁ] be described in that order.

8. The percent of members in the group who use a type of transportation.

9. The average percent of time spent by the mémbers_ybg_ggg'g.gygg of

transportation. That is, of those persons who actually use a given

type of transportation how much of their time, on the average, is
spent using that type of transportation.

10. The average percent of time spent by all members in the group, whether

or not they use that type of transportation.
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11. The cumulative sum of the average time spent on the type of

transportation by all members in the group.

EXAMPLES

8. PERCENT OF MEMBERS PERFORMING..... s e e et eeretoenennoinesnneonees .
5. In marked vehicle 79.4i
4. In unmarked vehicle 59.25

This means 79% of the group "patrol in marked vehicles" and 59% of the

group "patrol in unmarked vehicles."”

9. AVERAGE PERCENT TIME SPENT BY MEMBERS PERFORMING. e vvnnnnnnnnnn
5. In marked vehicle 49.0é
4, In unmarked vehicle 26.73

This means that the officers in the group who "patrol in marked vehicle"
spend about 49% of their time doing it. If they work a 40 hour week they
would average about 20 hours a week. For‘the unmarked vehicles it means
that those who patrol in them spend about 26% of their time, or an average

of about 10 hours if they work a 40 hour week.

10. AVERAGE PERCENT TIME SPENT BY ALL MEMBERS i ieeenensvonecncnnnnens
5. In marked vehicle - : 38.95
4. In unmarked vehicle 15.84

This means that 39% of total patrol time is spent in marked vehicles.

The percentage is less than the time spent by members performing because

only about 79% of the members do it. (The "average percent time by all
members" is the product of "the percent of members performing" and "the

avgrage percent time spent by members performing.™)

T A e . e ram . N e . e e s e
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11. CUMULATIVE SUM OF AVERAGE PERCENT TIME SPENT BY ALL MEMBERS

5. In marked vehicle 38.93
4. In unmarked vehicle 54.77

This means that for the selected total group in this report, the

officers spend about 55% of their time on the two types of transportation

Tisted in the example.

Other Numbers and Codes

On the left hand side of each task statement under a column heading D-TSK

-

.......... et ettt e, TASK
....... e SEQ
............................ L Y L > NO
D-TSK

A

A ———

A —

A —

A 5

—— —— ot ———

Figure 22. Other numbers and codes on the Type of Transportation Report

and task." Duties can be assigned Tetter codes. The PSTC survey does not
include duties, therefore, the D column always has an A in it. The TSK column

has the number corresponding to the type of transportation number in the

survey booklet.

(Figure 22) there is a Tetter followed by a number. The D-TSK stands for "duty

*
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In the far right hand column there is the code TASK SEQ NO. The
TASK SEQ NO is a count by 5's of items listed. The task sequence numbers
can be used in conjunction with cumulative time spent to identify how many
types of transportation make up the major part of a job. For example, in
Figure 25, 3 types of transportation make up 66% of the total time spent by

types of transportation.

CUMULATIVE SUM OF AVERAGE PERCENT TIME SPENT BY ALL MEMBERS..eeecese. TASK
. SEQ
. NO

5. In marked vehicle ’ 38.9§ )

4. In marked vehicle 54.77

1. On foot 66.07

3. On motorcycle 68.71

6. In a boat 71.21 5

Figure 23. Cumulative time spent and function sequence numbers

Relationship to other reports

The types of transportation report can be used in combination with

other reports but is not related to any other report.

t

- Uses for trainers and personnel officers

If a type of transportation is used insuring the officers have the
skills to operate it becomes a training responsibility or a selection

criteria.

Uses for Managers

From a type of transportation report, supervisors or managers can see

what‘officers use on patrol. For example, if too much time is being spent

S R G P SRR,
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in vehicles rather than on foot it may have implications. The type of
transportation information could be reanalyzed with the areas patrolled
information to see if the most appropriate type of transportation is being

used by those who patrol the different areas.
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Special Requirements
Special Operations
Overview
A Special Requirements Report for Special Operations (Figure 24) lists
special operations performed by all members in a specified group. The

group may be composed of a single person. The special operations may be

Jisted in descending order of:

o percent performing the activity

¢ relative time spent performing by all members

o or relative time spent by those who perform the activity

Any special group, class, or combination of background information can
be selected to form a special operations report. A single variable or com-

bination of variables can be the basis to constitute a group,

EXAMPLE

. It would be possible to form a group composed of all officers who work

in a given geographic area and are graduates of a special training course.

Another group could be composed of officers in high crime areas.

A third group could be compbsed of officers in high population density

areas where most officers have special assignments.

w

Interpretation

Before one interprets the special operations report, it is useful to
know what the codes and numbers stand for. The principal page headings ate
diagrammed in Figure 25. following the figure is a description of each ele-
ment in the page heading. The page headings are numbered 1 through 7. The
~numbers within the boxes, by titles, or by phrases are for identification

~in the users guide; the numbers are not part of the computer output.
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2 3. PAGE (number)

Réport 1.0,

1. Title of Report
and special group, if any

TASK JOB DESCRIPTION 4. CASES 5. TASKS 6. DUTIES 7. MBRS

total total total number of
number number of number people in
of people special of duties special
in job operationg in job group
in report

Figure 25. Identification of Components of Special Operations Report

Page Headings

1. Title: The title is chosen by the user. It describes the people
included in the report. It may be an individual's name, an agency,
or a special sub group, such as women officers.

2. Report ID: The report ID is a 6 character identification code chosen
by the user. The report ID's are in the report ID index.

3. Page number: The program numbers the pages.

4. Cases: A special operaﬁions report may or may not include everyone in
the group. The number of cases is everyone in the total group whether
or not they afe included in the special operations report.

5. Tasks: Not all special operations are performed by all people. The
number of "tasks" in the report includes all special operations in the
inventory, not just the number performed by the people included in the

special operations report.
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6. Duties: If the special operations are divided up into duties, the

number of duties in the total job is printed here. Duties could be

do not.
7. Members: Only the number of people from the group included in this

special operations report is printed here.

Column Titles

The next section of the special operations report contains the

1
i
|
|
|
1
those special operations which involve undercover. work and those which :
following four statements {numbered 8 to 11). Each is followed by dotted

lines leading to a column of numbers.

11 CUMULATIVE SUM OF AVERAGE PERCENT TIME SPENT BY ALL MEMBERS...... ceessnnes

10 AVERAGE PERCENT TIME SPENT BY ALL MEMBERS.u.uueeeereevnnnnnnnscnsess . . i
9 AVERAGE PERCENT TIME BY MEMBERS PERFORMING............ cesnesescs . . 3
8 PERCENT OF MEMBERS PERFORMING....cociveennnnosnnceccnananes . . 7

The columns are usually read left to right and therefore the statements

will be described in that order.

8. The percent of members in the group who are involved in the special

operation

9. The average percent of time spent by the members who are 1nv51ved

jg‘the special operation. That s, of those persons who actually

are involved in a given special operation, how much of their time
on the average is spent on that special operation. )

10. The average percent of time spent by all members in the group, whether
or not they are involved in the special operation.

11. The cumulative sum of the average time spent on the special

operation by all members in the group.
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EXAMPLES - | This means that for the selected total group in this report, the
8. PERCENT OF MEMBERS PERFORMING officers spend about 16% of their time on the special operations listed in
) the example.
12. Other special operations 28.00
7. Narcotics 30.93

Other Numbers and Codes

This means 28% of the group are involved in special operations other than On the left hand side of each task statement under a column heading D-TSK

those on the Tist and 31% of the group are involved in "Narcotics special (Figure 26) there is a letter followed by a number. The D-TSK stands for "duty

operations".

9. AVERAGE PERCENT TIME SPENT BY MEMBERS PERFORMING....eeeseeneecoss S mreemesmmreenssnnesnnienssseenses EQBK
’ S e esevesasssssesnasssssesesn . NO
12. Other special operations 34.79 o cesessecns ceveseans fesessane « o e e
i 7. Narcotics 20.77 < S . _ e .
This means that the officers in the group who are involved in other D-TSK

special operations spend about 35% of their time doing it. If they work a ﬁ —_————

40 hour week they would average about 14 hours a week. For the narcotics ﬁ ——— e
ki A ———— 5

special operations it means that those who perform it spend about 21% of

their time, or an average of about 9 hours if they work a 40 hour week.

10. AVERAGE PERCENT TIME SPENT BY ALL MEMBERS Figure 26. Other numbers and ccdes on the Special Operations Report
. 12. Other special operations 9 7& and task." Duties can be assigned letter codes. The PSTC survey does not
7. Narcotics 6.42

include duiies, therefore, the D column always has an A in it. The TSK column

This means that 10% of total working time is spent on other special has the number correspofiding to the number in the survey booklet.

operations. The percentage is less than the time spent by members perfor- In the far right hand column there is the code TASK SEQ NO. The

ming because only about 35% of the members do it. (The "average percent TASK SEQ NO is a count by 5's of items listed. The task sequence numbers

time by all members" is the product of "the percent of members performing" can be used in conjunction with cumulative time spent to identify how many

and "the!average percent time spent by members performing.") special operations make up the major part of a job. For example, in Figure

11. CUMULATIVE SUM OF AVERAGE PERCENT TIME SPENT BY ALL MEMBERS...... 27. below, Traffic and time not on special operations make up 51% of the

. @ , | 1 s .
12. Other special operations 9.75 o QE totat job time.

7. Narcotics 16.16

i
i
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) | CUMULATIVE SUM OF AVERAGE PERCENT TIME SPENT BY ALL MEMBERS......... : gégk :f Pr23§§;§105§;u;2§?5?§?e;
| : N? 5 Overview
‘ ' : | A Special Requirements Repoft for Pre/post duty activities (Figure 28)
13: $§;Zf28t Spent on special operations g{:gg :lf lists activities performed by all members in a specified group. The group
 }§: SZESEt?g§c1a1 operatons g%:;g z{ may be composed of a single person. The activities may be Tisted in
2. Escort duty 74.12 5 descending order of:
Figure 27. Cumulative time spent and special operations sequence numbers i ¢ percent performing the activity

¢ relative time spent performing by all members
Relationship to other reports

¢ or relative time spent by those who perform the activity

The special operations report can be used in combination with other f} - Any special group, class, or combination of background information can

reports but is not related to any other report ;;D be selected to form an activities report. A single variable or combination

of variables can be the basis to constitute a group.

. , EXAMPLE )
Each of the specia]QOperations demands special skills. The training : v

It would be possible to form a group composed of all officers who work

on a specified shift.

Uses for trainers

establishment should be prepared to provide training on those for which it

is responsible. Another group could be composed of officers with less than one year's

i;' service.
Uses for personnel officers i

Special skills or personal attributes may be useful or necessary in {’ A third group could be compesed of corporals and sergeants.
some special operations. Personnel officers must decide whethék these spe- ‘ E Interpretation

cial requirements are to be selection criteria or assigned to training.

Before one inferprets the activities report

» it is useful to know what
Uses for Managers

, the codes and numbers stand for. The principal page headings are
From a special operations report, supervisors or managers can see how i

§ diagrammed in Figure 29.

Following the figure is a description of each ele-
~ Jjob time on special requirements is being spent. For example, if too much

ment in the page heading. The page headings are numbered 1 through 7. The
time is being spent on vice and not enough on narcotics it may have impli-

: fif ; numbers within the boxes, by titles, or by phrases are for identification
@ cations for reassignments or policy changes. v %

in the users guide; the numbers are not part of the computer output.
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FREZFOST DUTY ACTIVITIES FOR TOTAL LAY ENFORCEMENT ' TOTGEFS FAGE 1
LESCRIFTION OF SFECIAL REQUIREMENTS GROUF &1 FRE/FOST DUTY ACTIVITIES

OTABK JOR DESCRIFTION CABES L THABKE DUTIES MERS
YE7 10 1 9G7

’ CHMULATIVE SUM OF AVERAGE PERCENT TIME SFENT BY ALL MEMEERS. .44, THEK
AVERMAGE PERCENT TIME SFENT BY ALL MEMBERE s o oo v v vnvnvrvrnsey s SEQ
AVERAGE FERCENT TIME SFENT BY MEMBERS FERFORMING ¢« , . NG
FERCENT OF MEMBERS FERFORMING s o s sovvrnvrcenes . . . .
’ 3 + L L + +
I~THK HUTY/ZTABK TITLE . . . » .
A 7 COMPLETING REFORTS : 7879 38424 30,13 30,43
A 10 DUTY TIME OTHER THAN THE NINE AROVE ’ 32635 3T.32 18,49 48,42
] 4 RECIEVING BRIFFINGS - SUeO7  RLL0F 11,58 60,20
A 8 RECEIVING TRAINING WieAd 18449 10,37 70,57 i
A 2 BETING IMSFECTED 42,74 15,51 bad3E. 77,1 ] :

A P CONDUCTING ON THE JOB TRAINING Slebd 19,24 6. 0% B3.28
A Lo CONDUCTING INSFECTION OF FERSONS . 24,14 19,53 473 88,00
& 3 GIVING BRIEFINGS 24,97 146,04 4,01 22,01
¢ RECIEIVING DERRIEFINGS 17,24 14,93 2 a8

2 E7 4,58

A
1 G GIVING DEBRIEFINGS 1i+49  1l.486 Le3d4 95,92 10

Figure 28. Pre/Post Duty Activities Report A
|
|
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2 3. PAGE (number)

Report I1.D.

1. Title of Report
and special group, if any

TASK JOB DESCRIPTION 4, CASES 5. TASKS 6. DUTIES 7. MBRS
total total total number of
number number of number people in

of people activitieg of duties special
in job in report in job group

Figure 29. Identification of Components of a Pre/post Duty Activities Report

Page Headings

1. Title: The title is chosen by the user. It describes the people
included in the activities report. It may be an individual's name, an
agency, or a special sub group, such as women officers.

2. Report ID: The report ID is a 6 character identification code chosen
by the user. The report ID's are in the report ID index.

3. Page number: The program numbers the pages.

4, Cases: An activities report may or may not include everyone in the
group. The number of cases is everyone in the totaﬂ group whether or
not they are included in the activities report.

5. Tasks: Not all activities are performed by all people. The number of
"tasks" in the report includes all activities in the inventory, not
just the number performed by the people included in the activities
report.

6. Duties: If the activities are divided up into duties, the number of

duties in the total job is printed here. The duties could be

T e B PRS- - B SO . P e A S o S s £ i
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briefings and debriefings, training, and inspections.
7. Members: Only the number of people from the group included in this

activities report is printed here.

Column Titles

The next section of the activities report contains the following four

statements (numbered 8 to 11). Each is followed by dotted lines leading to

a column of numbers.

11 CUMULATIVE SUM OF AVERAGE PERCENT TIME SOENT BY ALL MEMBERS...............
10 AVERAGE PERCENT TIME SPENT BY ALL MEMBERS....ccveseveencecscannncnnss .
9 AVERAGE PERCENT TIME BY MEMBERS PERFORMING....covceevecceccsenns . .

8 PERCENT OF MEMBERS PERFORMING.......cevveenes Cecreceseenncae .

The columns are usually read left to right and therefore the statements
will be described in that order.
8. The percent of members in the group who perform the activity

9. The average percent of time spent by the members who perform the

activity. That is, of those persons who actually perform a given
activity, how much of their time, on the average, is spent on that
activity.

10. The average percent of time spent by all members in the group, whether
or not they perform the activity.

11. The cumu]aﬁive sum of the average time spent on the activity by all

members in the group.
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EXAMPLES ~ S

8. PERCENT OF MEMBERS PERFORMING......civveuecnnnesnncssennsonsansss
4. Receiving briefings - 55.07
8. Receiving training 55.49
This means 55% of the group "Receive briefings" and 55% of the group
"Receive training."

9. AVERAGE PERCENT TIME SPENT BY MEMBERS PERFORMING....vvsvseeansase

4. Receiving briefings 21.03
8. Receiving training 18.69

This means that the officers in the group who receive briefings spend
about 21% of their time doing it. If they work a 40 hour week they would

average about 8 hours a week. For those who receive training it is about

the same.

10. AVERAGE PERCENT TIME SPENT BY ALL MEMBERS...ucvevnenncecanncncnns
4. Receiving briefings - 11.58
8. Receiving training 10.37

This means that 12% of total working time is spent receiving briefings.

The percentége is Tess than the time spent by members performing because

only about 21% of the members do it. (The "average percent time by all
members" is the prdduct of "the percent of members performing" and "the

averageé percent time spent by members performing.")

11. CUMULATIVE SUM OF AVERAGE PERCENT TIME SPENT BY ALL MEMBERS......
4. Receiving briefings 11.5é
8. Receiving training 21.95
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This means that for the selected total group in this report, the
officers spend about 22% of their time on the two activities listed in the

example.

Other Numbers and Codes

On the left hand side of each task statement under a column heading D-TSK

(Figure 30) there is a letter followed by a number. The D-TSK stands for "duty

.......................... tetesecneans TASK
.............................. cesee o SEQ
................................ . . NO
D-TSK

A Activity e

A Activity —

A Activity e

A Activity —

A

Activity 5

Figure 30. Other numbers and codes on the Activity Report

and task." Duties can be assigned letter codes. The PSTC survey does not
include duties, therefore, the D column always hasuén A in it. The TSK column
has the number corresponding to the activity number in the survey booklet.

In the far right hand column there is the code TASK SEQ NO. The
TASK SEQ NO is a count by 5's of items listed. The task séquence numbers
can be used in conjunction with cumulative time spent to identify how many
activities make up the major part of a job. For example, in Figure 31,

below, 4 activities make up 35% of the total job time.
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CUMULATIVE SUM OF AVERAGE PERCENT TIME SPENT BY ALL MEMBERS.......... gégK
. NO
4. Receiving briefings 11.58
8. Receiving training 20.95
2. Being Inspected o 28.58
9. Conducting on the job training . 34.67
1. Conducting inspection of persons 39.38 5

Figure 31. Cumulative time spent and activities sequence numbers

Relationship to other reports

The activities report’can be used in combination with other reports but

is not related to any other report.

Uses for Managers

From an activities report, supervisors or managers can see how
pre/post duty time is being spent. For example, if too much or too little
time is being spent being briefed or giving briefings, it may have implica-

tions for revising the check-on and check-off routines.

R ey

Overview

A Special Requirements Report for Supervisory Duties (Figire 32) Tists
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Special Requirements
Supervisory Duties

supervisory duties performed by all members in a specified group. The

group may be composed of a single person. The Supervisory duties may be

Tisted in descending order of:

0 percent performing the dutys

o relative time spent performing by all members

0 or relative time spent by those who perform the duty

Any special group, class, or combination of background information can

-be selected to form a supervisory duties report. A single variable or com-

bination of variables can be the basis to constitute a group.

EXAMPLE

It would be possible to form a group composed of all officers who work

in a given geographic area and have more than 10 years service.

- Anather group could be composed of sheriffs in a special rank.

A third group could be composed of officers in Targe cities or coun-

ties where most officers have special assignments.

w

Interpretation

"Befdre one interprets the supervisory duties report, it is useful to

know what the codes and numbers stand for. The principal page headings are

diagrammed in Figure 33.

Following the figure is a description of each ele-

ment 1n‘thg page heading. The page headings are numbered 1 through 7. The

numbers within the boxes, by titles, or by phrases are for identification

in the.uSerg guide; ‘the numbers are not part of the computer output.

SaBr i

AR N R, A



HUFERVISORY
GESCRIFTTION

QTABK JOR DESCRIFTION

N-THK
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BPECTAL

SUFERVIGING

RUTSING
BUFERVISING

Figure 32. Supervisory Duties Report

FOR TOTAL LAW ENFORCEMENT TOTGR7 Fd G ;A

REQUIREMENTS GROUF 73  SUFERVISORY DUTIES

CABES TABKE DUTIES MERSG

PO b ! Pu7

CUMULATIVE SUM OF AVERAGE FERCENT TIME SFENT BY ALl MEMBERS. v es THEN
AVERAGE PERCENT TIME SFENT BY ALL MEMBERS ot e

s 31

AVERAGE PERCENT TIME SPENT BY MEMBERS PERFORMING.... . . MO
FERCENT OF MEMBERS FPERFORMING vsvvevvsa s . . ' .
‘ + L] [} * L

DUTY/ZTHER TITLE ' . ' . .

SUFERVISING ' ‘ GQ. 40 BL.47 49,21 49,21
OTHER SWORN LAW ENFORCEMENT OFFICERS 423,26 44,93 1%9.44  GB.&4
AUXTLIARY OR RESERVE OFFICERS 23.93  Fh.4Y Be73 PVAET7
DEFARTMENTAL EMPLOYEES L1+a% 34,88 4,01 81,38

CLERTCAL STAFF LOW&E 24,33 2.9 B83.¥E 9

99
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2 3. PAGE (number)

1.

Report 1.D.

Title of Report
and special group, if any

TASK JOB DESCRIPTION 4. CASES 5. TASKS

6. DUTIES 7. MBRS

total total total number of

number number of number people in
of people duties of duties special

in job in job in job group

Figure 33. Identification of Components of Supervisory Duties Report

Page Headings

1.

Title: The title is chosen by the user. It déscribes the people
included in the report. It may be an individual‘s name, an agency,

or a special sub group, such as women officers.

Report ID: The report ID is a 6 character identification code chosen
by the user. The report ID's are in the report ID index.

Paée number:- The program numbers the pages.

Cases: A supervisory duties report may or may not include everyone in
the group. The number of cases is everyone in the total group whether
or not they are inc]udeq in the supervisory duties report.

Tasks: Not all supervisory duties are performed by all people. The
number of "tasks" in the report includes all supervisory duties in the
inventory, not just the number performed by the people included in the

supervisory duties report.

Feme
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6. Duties: If the supervisory duties were divided up into duties, the

number of duties in the total Job is printed here. Duties could be

supervising officers and supervising others.

7. Members: Only the number of peopie from the group included in this

supervisory duties report is printed here.

Column Titles

The next section of the supervisory duties report contains the

following four statements (numbered 8 to 11). Each is followed by dotted

lines leading to columns of numbers.

11 CUMULATIVE SUM OF AVERAGE PERCENT TIME SPENT BY ALL MEMBERS

10 AVERAGE PERCENT TIME SPENT BY ALL MEMBERS
9 AVERAGE PERCENT TIME BY MEMBERS PERFORMING
8 PERCENT OF MEMBERS PERFORMING

The columns are usually read left to right and therefore the statements

8.
9.

10.

y111 be described in that order.

The percent of members in the group who supervise the named group.

The average percent of time spent by the members who supervise the

hamed group. That is, of those persons who actually supervise a
given group, how much of their time, on the average, is spent on
supervising that group.

The average percent of time spent by all members in the group, whether

or not they supervise the group.

11. The cumulative sum of the average time spent on supervising the

named group by all members in the group.
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EXAMPLES

8. PERCENT OF MEMBERS PERFORMING. .e.iveioeesssnacnanascasensosansons

1. Supervising other sworn law enforcement officers 43.Zé

2. Supervising auxiliary or reserve officers 23.93
This means 43% of the group “"supervises other sworn law enforcement
officers" and 24% of the group "supervise auxiliary or reserve officers.
9. AVERAGE PERCENT TIME SPENT BY MEMBERS PERFORMING.....eveceescenes

1. Supervising other sworn law enforcement officers 44.95

2. Supervising auxiliary or reserve officers 36.49

This means that the officers in the group who supervise other sworn

law enforcement officers spend about 45% of their time doing it. If they
work a 40 hour week they would average about 18 hours a week.
10. AVERAGE PERCENT TIME SPENT BY ALL MEMBERS..e.eeeeuenoonensnrnonns

1. Supervising other sworn law enforcement officers 19.4&

2. Supervising auxiliary or reserve officers 8.73

This means that 19% of total working time is spent supervising other

sworn law enforcement officers. The percentage is less than the time spent

by members performing because only abou% 45% of the members do it. (The
"average percent time by all members" is the product of "the percent of
members performing" and "the average percent time spent by members
performing.”)

11. CUMULATIVE SUM OF AVERAGE PERCEWT TIME SPENT BY ALL MEMBERS......

1. Supervising other sworn Taw enforcement officers 19.4&
2. Supervising auxiliary or reserve officers 28.17
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This means that for the selected total group in this report, the
officers spend about 28% of their time on the two supervisory duties Tisted

in the example.

Other Numbers and Codes

On the left hand side of each task statement under a column heading D-TSK

(Figure 34) there is a letter followed by a number. The D-TSK stands for "duty

Cheseesieresecentncesarasstanasantseras TASK
................................... . SEQ
................................ . . NO

D

A Supervised group
A Supervised group
A Supervised group
A Supervised group
A Supervised group 5

Figure 34. Other numbers and codes on the Supervisory Duties Report

aﬁd task." Duties can be assigned letter codes. The PSTC survey does not
include duties, therefore, the D column always has an A in it. The TSK column
has the number corresponding to the supervisory duties number in the survey
booklet.

In the far right hand column there is the code TASK SEQ NO. The
TASK SEQ NO is a count by 5's of items listed. The task sequence numbers
can be used in conjunction with cumulative time spent to identify how many -~
supervisory duties make up the major part of a job. For example, in Figure
35, below, the time spent not supervising makes up 49% of the total job

time, or about 51% of the job time consists of supervisory activities.
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CUMULATIVE SUM OF AVERAGE PERCENT TIME SPENT BY ALL MEMBERS.......... TASK
SEQ
NO
5. Time spent not supervising 25.58
1. Supervising other sworn law enforcement officers 47 .84
2. Supervising auxiliary or reserve officers’ 68.24
4. Supervising other departmental employees 84.37
3. Supervising clerical staff 99.03 5

Figure 35. Cumulative time spent and Supervisory duties sequence numbers

Relationship to other reports

The supervisory duties report can be used in combination with other

reports but is not related to any other report.

Uses for trainers

Those groups or individuals who are supervising others may need addi-
tional skills. The trainers need to know both which groups are supervising
whom and what those being supervised are doing in order to develop

appropriate training for the supervisors.-

Uses for personnel

The supervisory duties report can provide information on who super-

vises whom and how much time is spent.

Uses for Managers

From a supervisory duties report, supervisors or managers can see how
much job time is being spent supervising. For example, if too much time or
too 1ittle time is being spent supervising by a certain group, management
may intervene Also, if too much or too little time is being spent super-

vising a certain group management may alsc wish to intervene.
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