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PREFACE 

As the Field Training and Evaluation Program has evolved from 
the Field Training Officer concept, so has this text evolved from 
earlier ones used in the teaching of program concepts and philoso­
phies. 

In the earliest seminars conducted for potential Field Training 
Officers, the San Jose Police Department manual was used as the class 
text. As the seminars grew in number and as the nationwide audience 
grew, material was added that served the needs of the many and also 
reflected the growth and sophistication of the concept. 

This text contains the most current information about the 
program and about what aspects of training most need emphasis. 
Certainly, lIeverthing you ever needed to know, etc. 1I isn't c;ontained 
in this text but a wide variety of issues are covered. The source 
of the information varies as well. The items selected for inclusion 
in this text are a combination of what I believe should be included 
and material suggested by numerous past participants. Their sugges­
tions were welcomed and responded to. 

It is my hope that the IIcross-pollinationll represented herein 
adds impetus to the national growth of the Field Traininq and 
Evaluation Program concept and that this text will serve as a 
reference guide to new programs and those already in existence. 

The contents of this text is copyrighted and is intended for 
the sole use of law enforcement agencies. Permission to reproduce 
any or all of the contents if freely given to those agencies. Per­
mission to reproduce any or all of the contents by anyone else for 
any other purpose is expressly prohibited. 

Glenn F. Kaminsky 
Boulder, Colorado 
March 1987 
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COMMON UNDERLYING PROBLEMS OF 
FIELD TRAINING OFFICER (FTO) PROGRAMS 
---~ ---------

AT BEST) THE TYPICAL FTO SYSTEM INVOLVES THE INDEFINITE ASSIGN­
MENT OF A POST-ACADEMY RECRUIT TO A SENIOR OFFICER WHO IS SELECTED 
AT R~NDO~') AND THEREFORE: (1) MAY NOT BE SKILLEn AS EITHER A TE~,CHER 
OR AN EVALUATOR; AND (2) ~1AY NOT BE AN APPROPRIATE ROLE MODEL. THIS 
UNSTRUCTURED APPROACH TO PROBATION AND PERFORMANCE EVALUATION MAKES 
IT UNLIKELY THAT THE OBJECTIVES OF THE FTO PROGRAM (SELECTION AND 
TRAINING) WILL BE MET. 

FURTHER) A TERMINATION RECOMMENDATION DURING THIS PERIOD IS 
UNLIKELY BECAUSE: 

(1) THE SENIOR OFFICER IS GIVEN THE RESPONSIBILITY) BUT NOT 
THE AUTHORITY TO EVALUATE THE RECRUIT'S PERFOR~1ANCE. 

(2) THE PROTECTIVE ASPECTS OF THE PQLICE CULTURE DISCOURAGE 
NEGATIVE PEER EVALUATION 

(3) THE "PARTNER" TYPE RELATIONSHIP BETvlEEN THE FIELD TRAIN­
ING OFFICER AND THE RECRUIT WORKS AGAINST OBJECTIVE 
EVALUATION OF PERFORMANCE. 

(4) IN THE UNLIKELY EVENT A TERMINATION RECOMMENDATION 
· IS MADE) POLICE MANAGEMENT USUALLY "SECOND-r,UESSES II 

THE FTO) ALLOHING THE RECRUIT TO SURVIVE THE PROBATION­
ARY STATUS. 

THE RESULT HAS BEEN A S~1ALL) BUT CONSTANT INFLUX OF "LOSERS" 
INTO THE POLICE PROFESSION. GIVEN THE RECENT LACK OF SELECTION 
OCCURING AT ALLEARLIER STAGES) THE POTENTIAL CONSE0UENCES TO THE 
POLICE PROFESSION ARE OM1NOUS. 

- NEGLIGENT AD~HSSION/RETENTION/TRAINING 
- LACK OF PRODUCTIVITY(TAXPAYER REVOLT) 



LEGAL AND ETHICAL CONSTRAINTS INVOLVED --------------
IN THE DESIGN AND APPLICATION OF A 

FIELD TRAINING AND EVALUATION PROGRAM -----,.,------

IF THE FTO SYSTEM IS USED TO SELECT (I.E.) TERMINATE)) IT 
IS CONSIDERED A TEST) AND THEREFORE THE VALIDITY OF THE APPRAISAL 
SYSTEM MUST BE DEMONSTRATED (E.E.O.C. SECTION 1607.2). 

FACT: NO EXISTING COURT RULING IS CLEARLY APPLICABLE TO 
THIS SORT OF PERFORMANCE APPRAISAL SYSTEM. 

QUESTION: IN THE ABSENCE OF LEGAL PRECEDENT) WHICH VALIDITY 
METHODOLOGY IS THE MOST APPROPRIATE? 

PREDICTIVE: 
CONCURRENT: 
CONTENT: 

RELEVANT GUIDELINES SUPPORTING THE USE OF CONTENT VALIDITY 

THE DEGREE OF INFERENCE FROM TEST BEHAVIOR TO JOB BEHAVIOR 
IS THE BEST DETERMINANT. IF THE INFERENCE IS LARGE (E.G.) PERSON­
ALITY TEST) TO JOB BEHAVIOR)) PREDICTIVE VALIDITY IS CALLED FOR. 
IF THE INFERENCE IS SMALL (E.G.) SCALING A 6-FOOT FENCE ON TEST) 
TO SAME TASK ON JOB) CONTENT VALIDITY IS THE METHOD OF CHOICE. 
IN THE CASE OF FTO PROGRAM PERFORMANCE APPRAISAL) THE TEST IS THE - . -----
JOB) THEREFORE CONTENT VALIDITY IS FAVORED. 

1) E,E,O.C. SECTION 1607.S(A): EXPLICITLY PERMITS THE USE 
OF CONTENT VALIDITY ALONE FOR MEASURES OF SKILL OR KNOWLEDGE. 

MIKE ROBERTS, PH.D., SAN JOSE POLICE DEPARTMENT, PSYCHOLOGICAL SERVICES 
510 PARK AVE., SAN JOSE, CA 95110 (Area Code 408/277-4077) 
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HOWEVER J NO SPECIFIC REFERENCE TO PROBATIONARY PERIOD EVALUATIONS, 

2) E.E.O.C.: UNIFORM GUIDELINES ON EMPLOYEE SELECTION 
PROCEDURES DRAFT OF SEPTEMBER 24J 1975J SECTION 12(c)(4) -­
THE CLAIM OF CONTENT VALIDITY IS MOST TENABLE WHEN THERE IS A 
HIGH DEGREE OF CORRESPONDENCE BETWEEN THE CONTENT OF THE "TEST" 
AND JOB CONTENT. 

3) THE DIVISION OF INDUSTRIAL-ORGANIZATIONAL PSYCHOLOGY 
OF THE AMERICAN PSYCHOLOGICAL ASSOCIATION "PRINCIPLES FOR THE 
VALIDATION AND USE OF PERSONNEL SELECTION PROCEDURES" (1975). 

GIVEN THIS EVIDENCE J IT IS SUFFICIENT TO SHOW THAT THE PER­
FORMANCE DIMENSIONS WHICH ARE USED TO EVALUATE THE RECRUIT'S 
BEHAVIOR ARE BASED UPON A MEANINGFUL STUDY OF THE ACTUAL JOB 
SKILLS REQUIRED OF A POLICE OFFICER. GOAL: MATCH THE CONTENT 
OF THE TEST (FTO PERFORMANCE DIMENSIONS) WITH THE CONTENT OF 
THE JOB (POST-PROBATION POLICE PERFORMANCE). 

THE OUTCOME OF THE "CRITICAL-INCIDENT" METHOD UTILIZED BY 
S.J.P.D. PSYCHOLOGICAL SERVICES TO YIELD PERFORMANCE DIMENSIONS~~ 
CORRESPONDS VERY CLOSELY WITH THE JOB TASK ANALYSES CONDUCTED 
INDEPENDENTLY BY: (1) THE SELECTION CONSULTING CENTERj AND 
(2) THE PERSONNEL DEPARTMENT OF THE CITY OF SAN JOSE. 

e * REFER TO "DAILY OBSERVATION REPORT" 

MIKE ROBERTS, PH.D. 



KEY ELEMEN~OF SUCCESSFUL 
FIELD TRA~G AND EVALUA­
TION PROGRAMS. 

A11lINISTRATIVE AND 

INSTITUTIot~ EI..FlfNTS 

1. COOIl1'ENT FRCr1 THE 

HEAD OF THE ACfNCY 

-WRITTEN ORDER ESTABLISH­

PROGRAM AS POLI CY 

-ACCEPTS FTO'S RECOM­

MENDATIONS 

-BUDGETS STAFF~ TRAINING~ 

AND Ef.lU I PM:NT NECESSARY 

2. LOCATION OF ADrlINISTRA-

TIVE CONTROL. (BUREAU) 

-AVOIDS "LINE V. STAFF" 

CONFLICT 

-ENCOURAGES "BUY IN" 

3. !£VEL (f A111INISTRATlVE 

CONTROL (PAt~1O JlND RES-

FlJNSIBILITY FOR PRffiPA~ 

U1 

SAN JOSE MODEL 

UM-"UALIFIBJ 

PATROL 

LI8JTENTANT REPORTIffl TO 

DIVISWN CHIEF MID CHIEF ~ 
EXCLUDINr, OTHERS. 

e COMMENTS 

A MTIN PROBI..EM IS Mln­

W\Nl\f,EM:f'IT RES I STANCE 

C4N BE W\NAr,rn F~ STAI=F 

. EUNCTION BIJf NEED FOR 

CmPEPJ\TION AND COVMJtJ-

ICATION IS HEIr,HTENBJ. 

~!HERE IS L(lYALTY? 

OFTEN DETERMINED BY SIZE 
OF AGENCY. HIf,H PAHK = 

rq)Pf INFLUENCE. 

YOUR AGENCY e 

Developed by Dr. Michael D. Roberts 
and Robert A. Allen 

Revised by G. F. Kaminsky, 1987 



KEY ELEMENTS OF SUCCESSFUL 
FIELD TRAINING AND EVALUA­
TION PROGRAMS. 

4. HIGHEST LEVEL (f 

PARTICIPATION (RANIO 

ORf·J\NIZATIONAL AND OPERA­

TIONAL EI.EreITS 

5. PRa1RBM DURI\TICI'! 

6. RATIMl FREt;JJENCY 

7. DEPLO'flflIT STAlUS OF 

TRAINEE 

8. TIM: PRCNIDED FOR EVAL­

uATION & TRAINING BLOCKS 

£' 
e 

SAN JOSE MODEL 

DIV CHIEF~ PATROL 

AFFI~. ACTION PEPS. 

CHIEF/SHERIFF 

I l f ~£EKS 

.DAILY=lJR DOR's 

lO-PLML l~ DAY ~''EEK 

NEVER SEPERATED FRCr-1 

FTO. CALL REQ. 2 OFCS. 

= 2 UNITS 

10 PLAN ALLQI'1S FOR OVER­

LAP SHIFT. USED FOR 

\'ffKLY TRAINING & 

EVALUATION SESSIONS. 

COMMENTS 

I~OLVEfflIT LfADS TO 

SIJPPORT P, IJNDFRSTANDING. 

00 PART IN DECISIQ~ ~1l\I<l\r,. 

IF 00 nNOL'JEfJHff~ 

lESS THAN 1~ "!EEKc) LII\BIE 

TO FE INEFFECTIVE. TREND 

IS TO LOW:;ER RATIfR THAN 

SHORTER PRf'f,~'!S. 

DAILY OBS. ='s FEEDPACKI 

REINFClRCB''OO PWS 8fEC­

TIVE SlJFfRVISIONM-M'IT. 

FTO'S w\Y CA.NCEL BACKUP 

AT THEIR DISCPJ:TION 

A VARIEJY rf l-fAYS USFJJ 

BY OTHER AGENCIES Tf) 

ACC{wLISH THESE OBJECT­

TIVES. OT cnsT IS 

MINI~AL. 

YOUR AGENCY . 

Developed by Dr. Michael~ Roberts 
and Robert A. Allen .., 

Revised by G. F. KaminSk~ 1987 



KEY ELEME~OF SUCCESSFUL 
FIELD TRA G AND EVALUA-
'IION PROGRAMS. 

-..{ 

g. HOLOOVER (EXltNSIOI'J (f 

STAY IN PROlRflM) POLICY 

10. FUNCTIONAL Trn1INATION 

AUTHORIlY 

il. EXTRA PAY!DESIGNATOR 

STMIDARDIZATIOO ElEf.urrs 
12. GE01RAPHIC LOCATICl'J 

I~. SHIFT ROTATION 

I 

I 

SAN JOSE MODEL e COMMENTS 

YES.I IF nEFICIENCY IS U\CK (F DEFINBJ STJlNDARD 

VIHlED A,.C) REr-fJHABLE. PROOOCES fl.DJLESS RECYCLlNl1 

AVE. IS 1. rill (f 4 AND EVENl1IAL REl"HITION. 

BEloiAPE (f PRECIDOOS. 
I 

VESltD IN FrO'S AfIID THEIR I DAr~ER IMPLlBJ l''HEN THOSE I 
Ifit'EDIATE SUPERVISOR 

5% FOR ALL FrO'S rlHILE 

TRAINEES IN THE PROlfW1 

ONE PATROL DISTRICT = 
LIFE lABOMTORY. 
-CONTINUOUS EXPOSURE TO 

FTO I S AS ROLE r.l)DELS. 

-STANDARDIZED EXPERIENCES 
-FACILITATES PROGRAM 

MANAGEM:NT 

~URE TO CJffi>-SECTION 

OF CITIZENS.I SERVICE 

DEt\L\NDS 8, ~IRKNG. COND ITI ON 

~K)T PARTICIPATING IN PRO-

hRflM AID IN DECISION. 

VARIES FRrn ?fRO TO 20%. 

OTIER INmrrIVES AVAIL. 

DIFFICULT TO m IN ftOST 

AGENCIES. PRINCIPLE IS TO 

f\SSHlN TRAINEE TO :3ROI\D 

CqoSS-SECTWN Cf SERVICE 

DEr-WIDS/Cfff1JNIlY • 

YOUR AGENCy
e 

Developed by Dr. Michael D. Roberts 
and Robert A. Allen 

Revised by G. F. Kaminsky. 1987 



KEY ELEMENTS OF SUCCESSFUL 
FIELD TRAINING AND EVALUA­
TION PROGRAMS. 

OQ 

ll~. TRAINEE TASK LIST. 

SPECIFIC OOIl..EDGE g 

PERFORMANCE OBJECTIVES. 

J5. THE VALIDITY ISSUE 

16. THE RELIABILITY ISSUE 

JJ. POST -:ACADEMY CLASSROO"l 
TMINHlr, 

e 

SAN JOSE MODEL COMMENTS YOUR AGENCY 

]2.1 ~1EEKS.l BEGINNINf, AVOID NON-DlRECTIONI\L 

HITI1 \JffK 1.1 r.!f)T INCL. LI ST • LOSS OF STANDARD-

LAST 2 IHKS. PLANNED lZATION Ar'ID C(1f\ffROL l'fILL 

PR(f,RESSIVE CO"lPLEXIlY. OCCUR. 
-

DAILY PERFORMl\rrE Ff&EP IS VI8.'ffi AS !\ TFST. 
EVALUATHl! (D.O.R.) MJST r'£ET 1£ST (f 'fALIDIlY 
-JOB TASK ANALYSIS 
-STANDARDIZED EVALUATION 

GUIDELINES 

DAILY PEPfORfWICE FfpfP IS VIHEJ AS A TEST. 

EVALUI\TIltl 0l.0.R.) ~JST rffi 11-:E REflJlREf''E'IT 
-STANDARDIZED EVALUATION (1f RELIABILITY. 

GUIDELINES 
-RELIABILITY TRAINING_~ 

FTO SEMINARS 
ALTERNATE WEEK SESSION 

IN-HOJSE !\C,l\:1)Er:V FOR cv=rHI Rur 1 BY I=TO PP.JFRM1. 

r.;PJ'DS. IF REGIOnAL ACNl!'fY 8~CEUB'IT TH'E TO E'fTP.P-

bJlCILITA1FS I.E/\W!IW~. DUCf TQ."INEF TO J:"fO p~r-

ACADEfI~I C SUBJECTS. r.:RDJVCI1Y IDEPAR111ErIT • 

~ 

Developed by Dr. MiChaeli Roberts 
and Robert A. Allen 

Revised by G. F. KaminSk~1987 
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KEY ELEME;t0F SUCCESSFUL 
FIELD TRA G AND EVALUA­
TION PROG S.· 

18. EQJAL HPHl\SIS Of'J TRr'f,. 

AND EW\LUATH1! 

19. PERIODIC 03JECTIVE TESTS 

PROTECTHllS ""AIr·1ST BIAS 
20, ROU\TIOfI BETI'IDI fTO'S 

I 
1:1 
~ 

'" \1. 
" [ -J ~ !I! l"l{;l:'f)f! pcp r nn ~ 

"\ L. i UA, , U·,;,.J1) ~ 

) 
()- l!M.fft'W, '117i;-,;\'" f"lI'lI'.P; ~ 
'-./ -- LVii ilS !.i.J~~ $.Jt ILl ! 

SAN JOSE MODEL 

EfISUP..EJ) BY SUPrP.VISnRY 

REVIEP.I Ds,\ILS. nBS. 

e COMMENTS 

CNFPfNPf-'J\SIS a', EIlliFR 

l\S~ECT !1Nlr,r~~ IS. 

hHl<LY, !Yl P!1£IIJrt'S l'IT~ I REHlFORCES REUN!CE (11 

rllHERIAL IN Tf\SK LIST . PRUITED mmUI\L FORCE~ 
REVIH'~ H!C~JI?!1r,ES REID'IT. 

J:;-O 
• 03 'l I -, , 

'1 '''1' ""In 'ZRD 1 i'T : ~: if ,_111... __ J • ." 

i".')-J '1 
\£ '/-

It JI. 

l'ffKS 
o 

. f)lJESTHJ!S n'~ SIJBJFCTIVITY 

I\RE ';"l'AT('--"" .' '. FA ER t<: .-) •. ;. "!;;..:. J -_ . _ , -, ~ '. L.· t iL , ,~. ' 

FTO' ~ AHE !l1:.[f1 

PH/1St L ( .. ________ _ 
1)1 IlLlr~mnn PFRTO[)~ I 
'-.... , l [)J 1~."'1. _ \". I 

! 
Il 

22. E'1.l\LU4THll ONLY PI1f\SE 

'-.!) 

YES., 2 \'fFKS. j''EEK]_ IS 

VIRll,lpLY R!DE-I\LO~.j{l. 

nf..T:'i( ') I~ \/CPDI\I D/f}.U IA-I,LL. 1_ ... 'iC.\O"L_ C'I", ., 

-lqfll"J arm TRI\If·ITr·l~ ... , .... 1!-!!~1 ,\11,_. 

LI\ST 2 !.fffKS ff PR~PJl!~. 

rn TRAImrlG ~ ffi!l~ACK 
l\F1IR El\CH Cf\Ll. 
-WITH ORIGINAL FTO 
-I=-ms HJ rTVTF=S 

rl1ST l\r,q'rTr~ I TMIT LI~'!P() .- "J . ~ l_ hJ.£J...... .. •. 1. t .:\.1 

TO (V"!E l~lI-K. VERB.i\.L EV!lol. 

Ntr1 TR~nm!G. L!~'m D/WS 

1ST DL\Y ~1!I111 2ND ?: 3RlJ 

frO'S. 

r·£fH0.DS OTl-[~ THf.'-~! RIDE-

AL ~.!l1 uS! II'U Y INFRT.CTJVE I 

EX.PECTATl!ll (F SUCCESS 

CRITfRI'\ I=!1R Pj\.RTICIPI\TI(I~J 

YOUR AGENCY e 

Developed by Dr. Michael D. Roberts 
and Robert A. Allen 
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KEY ELEMENTS OF SUCCESSFUL 
FIELD TRAINING AND EVALUA­
TION PROGRAMS. 

23. PERIODIC W\W\(1B100 

REVIEH (f FTO PERF. MID 

TRAINEE PR01PfSS 

24. r'1JLTIPLE LEVELS NIH) 

rBl-!ODS OF PERFO~"W!CE 

EVAW~TION 

SAN JOSE MODEL 

ALTERNATE "ffJ< EVALUATION 

SESSIONS. frO PR(YJRlV1 

PF]SON~IEL PN1J OTHER. 

ItNOLVED P.~RTICIPM-rrS 

DAILY E.VALS. BY ROJ 

COMMENTS 

PROBLH1S EXPERI8!CED 3Y 

/V,EtICIES !'lITH0IJT THESE 

SES.~ IO~!S "Pf f-ILrEROIJS 

ABU!"ID.l\NCE IF DOCL~1f!ITATIO~1 

l'£fKLY BY S!PERVI~~. VERI~ICfl.TIOr! rF DECISIO~~ 

ALT. ~.'EEK SESSH1ISJ TESTSJ RE: STAlliS FR(J." SEVERI\L 

TASK LIST. Sr~RCF.S. 

FTO STI\FF f.lJI\UTY COtITROL VOUJ~ITEERS DESIPf.l\.13LE., I AVOID SElECTEJr, \"ITHOIJr 

25. CRITERIA AND r£fHOD USED ORAL BO.~RDJ REVIEH OF I 01ISIDERH·IG VOWrITEERS. 

TO SELECT FrO'S SUPERVISORS. EXPE~IHICE GUICE AH!) rDTIVATI(1!'/ 

26. TPAININl, THE FrO 

o 

AS WAHlEPJSUPERVISOR 

DESIREABLE. GOOD 1/\ J 

SICK., U1Jl'RYJ PEHFO~1f\!~CE 

RECORD. 

frO SErlINAR-lfEK LOnG t-!/ 

~1PI!ASIS ON 81.~LUI\TIQ~I., 

HfTERPER.SflNI1,L SI<IU_S. 

ALT. NEEI( SESSIO~JS 

PflSS IBLE SUSPECT. 

S(J£ TRl\Umlr, FOCUSES (l~1 

TEACHn.lG SKIlLS ONLY. 

OTHER INSTRUCTIOn m 

SPEC IAL S! I!3JECTS/SCHfYlS 

YOUR AGENCY 

e 
Developed by Dr. Michael D. Roberts 
and Robert A. Allen 4It Revised by G. F. Kaminsktt 1987 



KEY ELEHENT~ SUCCESSFUL 
FIELD TRAIN. AND EVALUA­
TION PROGRAHS. 

27. PROlRll!1 SI !PERVISORI 
CQ'fWID STAff SELECTION., 

TRAINIHr, P: EVAWATHll. 

23. EVALUATION (f frO 

PfSULTS 

29. RES I GNLUIONffEP.M I W\TInN 

RATES. AFFIRrv\TIVE 

ACTION InrERESTS 

--r 

SAN JOSE MODEL , 

SIr~IL4~ T0 THAT OF FTO. 

ATfENDAHCE AT Sf!1HVl.RS 

r1'\IIDATORY. EVAllJATEn 

BY SUPE.~InRS. 

" COMMENTS 

O!1tLtDERS OCr}SIor'l~11Y 

APPO INTED BL\SBJ ON ROliTINE 

ROT!\TH11. NO IHlEREST OR 

r!O WL\HJ H!G/UNJJERSIMI!) Hih 

BY TRAIHEE AT HID Of E4CH I NIS!'£RS r··!EED r:tJR "HHEPJ't4L 

STAY., BY Sf,T. AT BID (F 

CYClE. I\T J.()n-~ MJITH. 

APPROXIML\TELY 25Z EARLY 

YFJ'.P.S. ]5r: PfCHffLY. 

NO ADVERSE IrPACT. 

AliDITIr·fJ" ('f PRfr,RN1 

nTROVErfllTS If J ENTRY 

lEVFL SEI£CTICY'I pp..or£~s 

Af\U) J\CADEr1Y TPAHJING., 

PWS INCPfASE m 2t·ID 

GE!IERl\TI(1'~ frO'S COi·ITRIB_ 

mE TO ~ UPROVH£NT. 

e 
YOUR AGENCY 

Developed by Dr. Michael D. Roberts 
and Robert A. Allen 

Revised by G. F. Kaminsky, 1987 



TO: 

FROM: 

DATE: 

SUBJECT: 

BOULDER POLICE DEPARTMENT 

M E M 0 RAN DUM 

All Department Personnel 

Jay H. Propst, Chief of Police 

May 8,1983' 

POLICY STATEMENT: Field Training 
and Evaluation Program (FTEP) 

The Boulder Police Department, in keeping with the strictest 
levels of performance requirements, must always strive to main­
tain the highest standards of professionalism. To this end, 
the attainment of highly trained police officers shall remain 
a fundamental goal of the department. 

The Field Training and Evaluation Program (FTEP) has been dev­
eloped and implemented to meet this responsibility. This pro­
gram will remain a functional support unit assigned to the 
Patrol Division, and shall receive staff support from the Pol­
ice Academy and the Training Section. 

The Trainee Checklist and Standardized Evaluation Guidelines 
are integral features of the program, providing a sound struc­
ture and basic foundation for the learning process that each 
trainee will undergo. The parameters of training and evalu­
ation will be determined by the Program Staff in conjunction 
with the Patrol Division Commander. These parameters shall 
be carefully scrutinized on a regular basis to ensure that 
they are up to date and provide for equal and standardized 
training and evaluation. The standards of proficiency set 
by the Field Training and Evaluation Program are meant to en­
sure that each officer completing the training will have re­
ceived the necessary instructions and guidance under fie~d 
conditions to meet the standards of the department. These 
guidelines shall also serve as standards for the acceptance 
of a trainee as a permanent officer at the end of the proba­
tionary period. 

The administration of the Boulder Police Department is com­
mitted to the tenets of this program, and give full support 
to the Field Training and Evaluation Program concepts, which 
is absolutely necessary for the successf~ achievement of the 
department's stated goals. 

JHP:jlh 
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OBJECTIVES OF THE BOULDER POLICE DEPARTMENT 
FIELD TRAINING AND EVALUATION PROGRAM 

The Boulder Police Department Field Training and Evaluation 
Program has been designed and implemented so that the following 
objectives may be met: . 

1. To produce a highly trained and positively 
motivated police officer capable of meeting 
or exceeding standards of performance required 
by the Boulder Police Department. 

2. To provide equal and standardized training to 
all newly hired police officers and to provide 
remedial training in those areas where deficiencies 
are identified. 

3. To build on the foundation of knowledge given at 
the police academy, thereby creating an environ­
ment in which t~e trainee may develop new skills 
as well as increase proficiency in those acquired 
in the academic setting. 

4. To improve the department screening process by 
providing on-the-job observation of each trainee's 
performance. 

5. To establish an appraisal system which is valid and 
job-related, utilizing a standardized and systematic 
approach to the documented measurement of probation­
ary officer performance. 

6. To establish career paths within the department by 
providing qualified officers with additional train­
ing and opportunities to develop leadership skills. 

7. To ultimately increase the overall efficiency and 
effectiveness of the department by enhancing the 
climate of professionalism and competency demanded 
by the ethical standards of law enforcement. 
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TRAINING PROGRAM ORIENTATION 

The Trainee's first few days in the Field Training Program are the 
most critical from the standpoint of learning and development. It 
is during this period that important attitudes and behavior patterns 
are established. During the first days of training, the Trainee 
forms permanent attitudes towards the division and patrol work. 
This is also the time when the T.rainee learns what is expected of 
him during training, and during his whole patrol career. The Trainee 
expects to be challenged, and he expects to be put in his proper 
place by his superiors. Any comments his superiors make to him 
about his performance, he is likely to take very seriously. He 
will be very concerned about meeting the requirements of the 
Training Program, and following the instructions of his FTO. He 
wants to succeed. 

Even though a Trainee should be expected to conform to the training 
regimen, and to respond to instruction, the FTO should realize that 
there are natural forces that work on the Trainee to make his first 
days in training more difficult than they would otherwise be, and 
to decrease the quality of his performance. The new Trainee is 
faced with the prospect of starting a new job, or for the Trainee 
who comes from another division, he is faced with starting 8 new 
situation. Change, or the facing of a new situation is very 
disconcerting to all of us. Everyone is caught off guard, and does 
more poorly than usual when placed in a new situation. Well, the 
Trainee is no different. Just because an experienced FTO no longer 
feels the pangs of starting a new job, he should not expect the 
new Trainee to feel as comfortable as he does. 

To compound the situation, many new Trainees are starting their 
first real jobs. They do not have prior work experience to guide 
their behavior and performance. They do not know what to expect, 
either. Beyond that, they probably got some wrong impressions at 
the Basic Academy about the Training Program and the job. They 
are probably very disoriented, and they do not know what the job 
entails. 

As a result of facing a new situation, of not knowing what to 
expect, or of having false impressions about the job, a new Trainee 
is likely to be apprehensive, nervous, and seemingly dull-witted. 
He will probably have a case of the jitters, and he will not 
respond to instruction as well as more advanced Trainees do. 

The FTO should think of how he felt when he began training, and 
he will better appreciate the Trainee's predicament. The Trainee's 
problems and fears can be allayed by the simple application of a 
little human understanding by the FTO. The Trainee should not be 
pampered, but he should be treated in a realistic, understanding 
manner. 

An FTO should create a good training relationship with his Trainee. 
He should have a clear understanding of his own role. and he should 
quickly and realistically advise his Trainee of the Trainee's role. 
The sooner the Trainee knows where he stands in relation to his FTO, 
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and what is expected of him, the less apprehensive and the more 
responsive he will be. 

During the initial orientation process, the FTO should also 
establish a friendly, open, and professional rapport with his 
Trainee. Development, and learning come through effective 
communication, and rapport is so important to communication 
because people are not likely to share their ideas, questiona or 
feelings unless they feel their listener is open or sympathetic 
to their conversation. 

The FTO should also convey an open, positive attitude that the 
Trainee can succeed in the Program. A person as impressionable as 
a new Trainee, is not likely to develop where he is more or less 
told that he cannot succeed. He needs to know that his FTO wants 
him to succeed, and that his FTO will help him succeed. There is 
nothing so disconcerting as going up against a stacked deck. Every­
one needs to know that he has an even chance of success • 

. It is particularly important that an FTO maintain a positive and 
objective attitude when he receives a Trainee who has not performed 
well with another FTO. The new FTO should give the Trainee every 
opportunity to succeed. He should not be prejudiced against him. 
He should base his judgements on his own, independent observations, 
not on other's comments. It is entirely possible that the change 
of FTOs, and the application of a positive attitude by the new 
FTO may in themselves be sufficient to elicit an acceptable 
performance from the Trainee. The emphasis should be put on 
developing a viable, solo beat officer rather than discharging the 
employee. . 

Sufficient flexibility has been designed into the Program so the 
individual needs of the Trainee and the overall needs of the 
department can both be met. It is expected that new Trainees have 
the necessary qua1iti~s to succeed, and that with proper training, 
the majority of them will become acceptable officers. It is therefore 
incumbent upon the Program staff and the FTO to work within acceptable 
limits to apply an individual training approach to each Trainee so 
that he can fully develop during training. Again, the atmosphere 
should be one in which the Trainee has the maximum opportunity to 
succeed. 

The FTO should use training methods that are conducive to producing 
a successful Trainee. This latter point cannot be overemphasized. 
All too often, ineffective or counterproductive stress training 
methods are used. The use of loud profanity, table pounding, or 
humiliation tactics should not be relied upon. These methods do not 
contribute to good learning, nor do they place the Trainee in 8 
proper state of mind. They have no place in the daily training 
routine. Instead, an FTO should seek to reinforce the positive 
attributes or accomplishments, rather than to constantly downgrade 
the weaknesses. 

Remember, people respond much more quickly to a positive statement 
than to a negative one. Above all, within the limits of good 
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judgement, an FTO should use good, realistic, and established 
training methods that are conducive to his Trainee's temperament, 
needs, and development as a patrol officer. 

~ In summary, the FTO should recognize that the first few days of 
training are critical. The FTO must apply an effective orientation 
process that adequately takes into account the very real and natural 
forces that serve to lessen a Trainee's performance. The FTO should 
work to create a positive learning environment that suits the 
individual characteristics and development of his Trainee. Above 
all, the FTO should begin to use a selection of good, reliable, 
and acceptable training techniques that are most conducive to producing 
a viable solo beat officer with a professional orientation. 
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COMMON PERFORMANCE APPRAISAL ERRORS 

PERSON-ORIENTED appraisal methods suffer from numerous short­
comings and inevitably result in rating error. Some of the 
most common are as follows: 

The ERROR OF LENIENCY occurs when the rater marks most of 
the reports in the highest categories resulting in an over­
rating of the employee. 

The ERROR OF PERSONAL BIAS occurs when the rater allows 
personal feelings about an employee to affect the employee's 
rdtings. Likes or dislikes tend to limit appraisal objec­
tivity. 

The ERROR OF CENTRAL TENDENCY occurs when the rater places 
all employees somewhere near the center of the rating scale 
or when he routinely IIbunches ll the rating scores to the 
center. This occurs because the rater may not be aware of 
how the rating is to be used, or subordinates are not well 
known or because justification is required in all extreme 
ratings. 

The ERROR OF RELATED TRAITS occurs when the rater gives 
the same rating to traits that are considered related in 
some way. The value of rating each trait separately is 
lost and the overall rating is less valid. 

The HALO EFFECT occurs when the rater lets one or two 
traits dominate the appraisal of the employee. The rater 
evaluates all remaining traits based on the dominant trait 
or traits. Halo effect may also occur when the rater ;s 
influenced in a particular category' by one outstanding 
event which occurred in that category. 

The rater's desire to avoid IIplaying God ll in evaluating 
perop1e negatively can result in over-evaluating the employee. 

Many raters are not qualified to analyze the personality of 
employees. 

There is often a defensive reaction by employees to IIpersonalll 
evaluations which can lead to a breakdown in meaningful commun­
ication with the rater. 

Use of personal traits does not provide needed guidance for 
performance improvement. 

There is a questionable relationship between traits used for 
evaluation and those required for successful performance. 

RESULTS-ORIENTED approaches tend to be more objective, center 
on job performance rather than individual traits, and generally 
result in more effective motivation. Moreover, the rater does 
not have to be a personality expert and he can identify effect­
iveness Of performance more readily. Employees want their per­
formance and not their character discussed during performance 
review. 

Adapted from II Appra i sa 1 of Employee Performance II Jac k L. Kuykendall l7 



The STANDARDIZED EVALUATION GUIDELINES 

The San Jose Police Department has selected twenty-nine performance criteria as the 
basis for evaluating recruit officer performance. These same criteria have formed the 
basis for recruit evaluation in police departments throughout the nation. These pages 
contain an explanation of why ai1d how these twenty-nine items were selected to 
represent that against which the recruit is measured. 

Historically, these performance criteria evolved from an analysis of the narrative 
comments of the FTOs about present and previous recruit officer performance. After 
an extensive study of these narrative comments, the Psychological Services Unit of the 
San Jose Police Department concluded that these performance criteria were those most 
often given a numerical evaluation score. Upon the analysis of these scores, it was 
determined that there was a common reference point between all FTOs which resulted 
in the development of specific scores for specific behavior in each of the described 
performance criteria. In order to promote standardization of the evaluation process, 
there was a need to articulate and document these heretofore undefined reference 
points. In other words, the discussed common reference points used in the evaluation 
process needed to be "put into words" in order to explain the rationale supporting a 
numerical score of "1", "4" or "7" in each of the twenty-nine performance areas. * 

To accomplish this task and to promote standardization of the process, an extensive 
study of that evaluation process was undertaken. More specifically, the Field Training 
and Evaluation Program Curriculum Committee, through a well-designed questionnaire, 
identified and analyzed the specific behavior criteria employed by seventy past and 
present FTOs. These seventy FTOs were asked to put "into words" the exact behavior 
they were referring to wh~n they gave the numerical ratings that they did. The result 
of the study was the establishment of specific criteria for use in the evaluation of 
recruit appearance, knowledge, attitude, performance and relationships. 

Because law enforcement, like so many other professions, has within it a wide 
variety of techniques and procedures, it becomes extremely important that standardi· 
zation of performance appraisal takes place. Evaluation without standardization is 
not possible! 

What follows is an excerpt from a December, 1975' report by Dr. Michael D. Roberts, 
Staff Psychologist, San Jose Police Department and Officer Douglas Zwemke, San Jose 
Police Department. The report, entitled "Job Analysis: FT Performallce Rating Scales" 
further explains the development of the Standardized Evaluation Guidelines. 

"The following is a report of the job analysis study conducted July, 1973 by the 
San Jose Police Department's Psychological Services Unit. This job analysis report 
underlies and supports the use of the FTO 31 factor performance evaluation scales 
which are utilized for the assessment of recruit performance. A job analysis is an 
optional condition for establishing the content validity of a performance appraisal 
system. The California Fair Employment Practices Commission Guidelines on Employee 
Selection Procedures (1972) state in Section 12, part 3: 

'Content validity is not determined by a mere inspection .•. but by a thorough 
analysis of. the job to insure that one or more major aspects of the job are ade· 
quately covered ••• ' 

Job analysis is the process of obtaining information about a job and its requirements 
in order to determine the knowledge, skills, and behaviors which are required for satis· 
factory performance of the job in question. 

The job analysis methodology employed in this study is the Critical Incident Tech. 

*These 29 items were condensed from an original 31 in late 1975 as three of the items 
(29,30 and 31) appeared to rate the same behavior. 
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nique (Flanagan and Burns, 1955). This method of job analysis involved the recording 
of critical employee 'behavior,' by supervisory personnel. Whenever an employee does 
something that is especially noteworthy, or especially undesirable (critical to either 
good or poor performance), a notation is made in the employee's records. These criti· 
cal incidents may be collected and utilized as the basis for a job analysis study. The 
Critical Incident Technique is a well recogl"Jzed job analytic procedure and is discussed 
by several authors (J. Tiffin and E. J. McCormick, 1965; M. L. Blum and J. C. Naylor, 
1968, and L. J. Cronback, 1960). The Critical Incident Technique is a preferred 
methodology for job analysis because it focuses on concrete behaviors rather than 
general evaluations and is, for that reason, highly descriptive and useful for job analytic 
purposes. 

On a daily basis in Fiscal 1972, one.hundred twenty·one recruit officers were trained, 
evaluated and rated. The form on which these ratings were made delineated behavior 
in terms of five global areas: appearance, attitude, knowledge, performance and relation· 
ships. A rating scale was used to determine proficiency in these areas. An additional 
daily requirement, and the focal point of this job analysis, included the identification 
by supervisory personnel, in written form, of the "most" and the "least" acceptable 
behavior(s) of the day, along with an "optional comment." The narrative portion of 
the rating form was intended to provide the evaluator with an opportunity to justify 
or document his ratings of the recruit by referring to specific field performances. 

One·hundred twenty·one recruit officers were evaluated. Ninety·six recruits were 
successful and twenty·five were separated from city employment during their assign' 
ment to the Field Training Officer program. 

The recruits were assigned to the program for a minimum of eight weeks during 
which they were evaluated four times weekly (ten hours per day). A narrative com· 
ment was required for the categories: "best effort, poorest effort, and optional com· 
ment." This resulted in a minimum of 11,616 observations made about specific instances 
of satisfactory or less than satisfactory behaviors. The critical incident data gathered 
during this period provided a unique opportunity for the Psychological Services research 
unit to determine the job task elements which are essential to the performance of the 
job of police officer. 

The researcher carried out the content analysis of the critical incidents previously 
described. The major activity in a content analysis is one of sorting and classifying 
responses into distinct, identifiable categories. A difficulty of this technique lies in 
the inherent complexity of any judgmental process which calls for a sorting operation 
based upon common elements. 

The end result of this procedure was the identification of thirty-one specific job 
task elements. 

To corroborate the results of this job analysis, the thirtY'one performance appraisal 
areas identified have been compared with the performance dimensions identified in a 
police officer job analysis study conducted independently by the City of San Jose 
Personnel Department and with the results of the job analysis conducted by the Selec· 
tion Counsulting Center in 1973. The latter job analysis involved eighty.three Califor· 
nia and Nevada police departments, of which the City of San Jose was one such depart. 
ment." 

These comparisons, and comparisons subsequently done by other law enforcement 
agencies, have indicated that the key jolb task elements for the "peace officer" position 
are similar or identical throughout the nation. 



SCALE VALUE APPLICATION 

Perhaps the most difficult task facing the rater is the application of the numerical 
rating that represents the behavior he is evaluating. The rater's dilemma usually involves 
his rating philosophy versus another's and the question of who is right. The following 
explanations should clarify the issue and ease the concern of the rater and the ratee. 

The first principle of value application that must be accepted by all is that each of 
us has different perceptions on nearly everything in the life experience. While a stan· 
dardization of ratings is an acute necessity, an attempt to standardize perceptions is 
doomed to failure at the start. For example, FTO "A", based on a prior negative 
experience of his own, sees a recruit's exposure of his weapon to a suspect as worth a 
"1" rating (Officer Safety.Suspects/Suspicious Persons/Prisoners) while FTO "B" may 
see the same behavior as worth a "3". Should we (or the recruit) really be concerned? 
Our answer is "No!", as long as both officers see the performance as "Unacceptable" 
under the guideline quoted. A lack of standardization ensues when one FTO sees the 
performance as Unacceptable (Scale values 1, 2, or 3) and the other sees the same 
behavior as "Acceptable", scale values 4, 5, 6, or 7. In summary then, we have no 
difficulty accepting differences in officers' perceptions unless these perceptional 
differences vary between Unacceptable and Acceptable ratings for the same behavior. 

The second principle that is important to grasp is tQe value assigned to performance 
wherein remedial efforts have been undertaken and the recruit is not responding to 
training. A trainee who performs at a less than acceptable level might be assigned 1, 
2, or 3 for that task. The FTO is under an obligation to redediate the mistake and 
assess the recruit's performance when next he has the opportunity to d,r; so. If the 
FTO has retrained and the recruit continues to fail, a reduction in the scale value 
might seem contradictory if the recruit does no worse than before. The NRrr (Not 
Responding to Training) section of the report form allows the FTO to report con· 
tinued failure and the failure on the part of the recruit to improve, all the while main· 
taining the integrity of the rating first given. 

An NRT is an indication, then, of a problem that has occurred in the past; that has 
been the object of appropriate remedial effort; and the redcdial effort has not pro· 
duced the desired result. A rating of NRT might be likened to the waving of "a red 
flag" in that the recruit is in danger of failing the Field Training and Evaluation Pro· 
gram unless his performance improves in that particular area. 
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THE EVALUATION PROCESS 

Each trainee's progress, as he or she proceeds through the 
training program, is recorded by means of written evaluations. 
The evaluation process is as important as the training process, 
as one without the other is unworkable and a learning process 
impossibility. 

Evaluations have many purposes. The obvious purpose is to record 
and document a trainee's progress, but there are other purposes 
as well. Evaluations are excellent tools for informing the 
trainee of his or her performance level at a particular point in 
time. They are also excellent devices for identifying training 
needs and documenting training efforts. Further, they chronicle 
the skill and efforts of the F.T.O. as well. In a word, 
evaluation represents feedback. 

Collectively, over the duration of the program, evaluations tell 
a chronological story, category by category. They tell of a 
trainee's successes and failures, improvements and digressions, 
and of the attempts to manage each of these occurrences. These 
documents are critical in the career of each new officer and 
should be treated as such. Honest and objective evaluations of 
trainees shall be a prime consideration of all members of this 
program. 

Each trainee will be evaluated in a number of categories. These 
categories cover as much of each aspect of the police environment 
and responsibilities as can be expected. The Standardized 
Evaluation Guidelines have been established to ensure each 
F.T.O.'s rating of a trainee will be equal and standard 
throughout the program. The Standardized Evaluation Guidelines 
are actually behavioral anchors. They provide a definition, in 
behavioral terms, of Unacceptable, Acceptable, and Superior 
levels of performance that must be applied to all trainees, 
regardless of their experience level, time in the Field Training 
and E val u a.t ion Pro g ram, 0 rot her inc ide n tal fa c tor s • The rea r e 
Standardized Evaluation Guidelines for every category listed on 
the face of the Daily Observation Report. These guidelines are 
found elsewhere in this manual. 

EVALUATION FREQUENCY 

While weekly evaluations are completed by Field Training 
Sergeants, the larger responsibility for evaluating a trainee's 
performance lies in the Field Training Officer's Daily 
Observation Repor~ (DOR). 

F.T.O.s 
trainee. 

complete a D.O.R. or Daily Observation Report on each 
This daily evaluation must be completed at the end of 
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the watch and, except for extraordinary circumstances, not left 
to be done at a later time. In this way, the trainee is provided 
the opportunity to ask questions and· seek clarification not 
received earlier in the work day. End of watch feedback also 
serves to reinforce instructions, criticism, and praise given 
during or after each earlier incident. 

The Field Training Officer will also complete a narrative 
evaluation summarizing the past two week", performance prior to 
that week's evaluation session (Bi-Weekly Evaluation form). This 
narrative serves as the basis or "agenda" for reporting on the 
trainee's progress during the meeting. 

The Field Training Sergeant is responsible for completing a 
Sergeant's Observation Report(SOR) once each week for every 
trainee assigned to his or her team. This report is useful not 
only to record a trainee's performance, but to serve as a check 
and balance of the F.T.O.'s evaluation of a trainee. This 
instrument also provides a starting point for the Sergeant's 
meeting with the trainee. It shall reflect the Supervisor's 
observations rather than a recapitulation of F.T.O. reporting. 
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'IBLD TRAINING AND EVALUATION PROGRAM 
Standardized Evaluation Guidelines 

The following "1", "4" and "7" scale valu,e definitions are to be 
used when rating a trainee's behavior in each of the performance 
categories. It is through the use of these guidelines that 
program standardization and rating consistency is achieved. 

APPEARANCE 

1. GENERAL APPEARANCE - Evaluates physical appearance, dress, 
deml~anor. 

(1) Unllcceptablfll Overweigh!;., dirty shoes and wrinkled 
un:l.form. Un.~.f()!"m fits poorly or is improperly worn. 
Hair ungroamed and/or in violation of Department 
r:egu.l.9.tion. Dirty lr1eapOn, equipment. Equipment 
missing or inoperative. Offensive body odor, breath. 

(4) Acceptable - Uniform neat, clean. Uniform fits and is 
worn properly. Weapon, leather, equipment is clean and 
operative. Hair within regulations, shoes are shined. 

(7) Super.ior - Uniform neat, cl~an CI.nd tailored. Leather 
is shined, shoes are spit-shined. Displays command 
bearing. 

ATTITUDE 

2. ACCEPTANCE OF FEEDBACK: FTO/FTO PROGRAM - Evaluates the way 
trainee accepts trainer's criticism and how that feedback is 
used to further the learning process and improve 
performa.nce. 

(1) Unacceptable Rationalizes mistakes, denies that 
errors were made, is argumentative, refuses to, or does 
not attempt: to, make corrections. Considers criticism 
as personal attack. 

(4) Acceptable - Accepts criticism in a positive manner and 
applies it to improve performance and further learning. 

(7) Superior Actively solicits criticism/feedback in 
order to further learning and improve p~rformance. 
Does not argue or blame others for er:ors. 

3. ATTITUDE TOWARD POLICE WORK - Evaluates how trainee views 
new career in terms of personal motivation, goals and 
acceptance of the responsibilities of the job. 

(1) Unacceptable - Sees career only as a job, uses 
boost ego~ abuses authority, demonstrates 
dedication to the principles of the profession. 

job to 
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(4) Acceptable Demonstrates an active interest in new 
career and in police responsi~ilities. 

(7) Superior Utilizes off-duty time to further 

KNOWLEDGE 

professional knowledge, actively soliciting assistance 
from others to increase knowledge and it'!prove skills. 
Demonstrates concern for the fair and equitable 
enforcement of the law, maintaining high ideals in 
terms of professional responsibilities. 

4. KNOWLEDGE OF DEPARTMENT POLICIES AND PROCEDURES - Evaluates 
trainee~s knowledge of departmental procedures and ability 
to apply this knowledge under field conditions. 

-Reflected by Testing-

(1) Unacceptable When tested, verbally or written, 
answers with 20% or less accuracy. 

(4) Acceptable - When tested, verbally or written, answers 
with 70% accuracy. 

(7) Superior - When tested, verbally or written, answers 
with 100% accuracy. 

-Reflected in Field Performance-

(1) Unacceptable - Fails to display knowledge of Department 
policies/regulations/procedures or violates same. 

(4) Acceptable Familiar with most com~only applied 
Department policies/regulations/procedures and complies 
with same. 

(7) Superior Has an excellent working knowledge of 
Department policies/regulations/procedures, including 
lesser known and seldom used ones. 

5. KNOWLEDGE OF CRIMINAL STATUTES Evaluates trainee~s 

knowledge of the criminal statutes and ability to apply that 
knowledge in field situations. 

-Reflected by Testing-

(1) Unacceptable When tested, verbally or written, 
answers with 20% or less accuracy. 

(4) Acceptable - When tested, verbally or written, answers 
with 70% accuracy. 

(7) Superior - When tested, verbally or written, answers 
with 100% accuracy. 

-Reflected in Field Performance-

(1) Unacceptable Does not know the elements of basic 
sections of the codes. Does not recognize criminal 
offenses when encountered or makes mistakes relative to 
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6. 

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

whether or not crimes have been committed and, if so, 
which crimes. 

(4) Acceptable Recognizes commonly encountered criminal 
offenses and applies appropriate section of the code. 
Knows difference between criminal and non-criminal 
activity. 

(7) Superior Has outstanding knowledge of the criminal 
codes and applies that knowledge to normal and unusual 
criminal activity. 

KNOWLE DGE OF CITY / COUNTY ORD I NANCE S 
knowledge of local ordinances and 
knowledge to field situations. 

Evaluates trainee"s 
ability to apply that 

-Reflected by Testing-

(1) Unacceptable When tested, verbally or written, 
answers with 20% or less accuracy. 

(4) Acceptable - When tested, verbally or written, answers 
with 70% accuracy. 

(7) Superior - When tested, verbally or written, answers 
with 100% accuracy. 

-Reflected in Field Performance-

(1) Unacceptable - Does not know. even the most often used 
sections of the codes. Confuses criminal with non­
criminal offenses. Does not recognize offenses when 
committed. 

(4) Acceptable - Knows and recognizes commonly encountered 
criminal and non-criminal violations. Applies 
appropriate sections of codes. 

(7) Superior Has outstanding knowledge of City/County 
codes and applies that knowledge to criminal and non­
criminal activity. 

7. KNOWLEDGE OF TRAFFIC CODES 

-Reflected by Testing-

(1) Unacceptable When tested, verbally or written, 
answers with 20% or less accuracy. 

(4) Acceptable - When tested, verbally or written, answers 
with 70% accuracy. 

(7) Superior - When tested, verbally or written, answers 
with 100% accuracy. 

-Reflected in Field Performance-

(1) Unacceptable - Does not know even the most often used 
sections of the code. Does not recognize violations 
when committed and/or incorrectly identifies violation. 

(4) Acceptable Knows and recognizes commonly used 
sections of the code. Applies appropriate sections. 
Can locate lesser known sections in reference material. 



( 7) Superior Displays outstanding knowledge 
codes including lesser known sections. 
effectively applies codes. 

of traffic. 
Quickly and 

8. KNOWLEDGE OF CODES OF CRIMINAL PROCEDURE Evaluates 
trainee"s knowledge of criminal procedures, including laws 
of arrest and search/seizure. Evaluates ability to apply 
those procedures in field situations. 

-Reflected by Testing-

(1) Unacceptable When tested, verbally or written, 
answers with 20% or less accuracy. 

(4) Acceptable - When tested, verbally or written, answers 
with 70% accuracy. 

(7) Superior - When tested, verbally or written, answer's 
with 100i. accuracy. 

-Reflected in Field Performance-

(1) Unacceptable Violates procedural requirements. 
Attempts to conduct illegal searches, fails to search 
when appropriate, attempts to seize evidence illegally, 
attempts to arrest unlawfully. 

(4) Acceptable Follows required procedure in commonly 
encountered situations. Conducts proper searches and 
seizes evidence legally. Arrests within legal 
guidelines. 

(7) Superior Follows required procedure in all cases, 
accurately applying law relative to searching, seizing 
evidence and affecting arrests. 

PERFORMANCE 

9. 

10. 

DRIVING SKILL: NORMAL CONDITIONS 
skill in the operation of the police 
driving conditions. 

Evaluates trainee"s 
vehicle under normal 

(1) Unacceptab~e Frequently violates traffic laws. 
Involved in chargeable accidents. Fails to maintain 
control of vehicle or displays poor manipulative skills 
in vehicle operation. 

(4) Acceptable Obeys traffic laws when appropriate. 
Maintains control of the vehicle. Performs vehicle 
operation while maintaining an alertness to surrounding 
activity. Drives defensively. 

(7) Superior Sets an example for lawful, courteous 
driving. Maintains complete control of the l1ehicle 
while operating radio, checking hot sheet, etc. Is a 
superior defensive driver. 

DRIVING SKILL: MODERATE AND 
Evaluates trainee"s skill in 

HIGH STRESS CONDITIONS 
vehicle operation under 



emergency situations and in situations. calling for other 
than usual driving skill. 

(1) Unacceptable - Involved in chargeable accidents. Uses 
red lights and siren unnecessarily or improperly. 
Drives too fast or too slow for the situation. Loses 
control of the vehicle. 

(4) Acceptable - Maintains control of vehicle and evaluates 
driving situations properly. 

(7) Superior - Displays high degree of reflex ability and 
driving competence. Anticipates driving situations in 
advance and acts accordingly. Practices defensive 
techniques. Responds very well relative to the degree 
of stress present. 

11. ORIENTATION/RESPONSE TIME TO CALLS Evaluates trainee's 
awareness of surroundings, ability to find locations and 
arrive at destination within an acceptable period of time. 

(1) Unacceptable Unaware of location while on patrol. 
Does not properly use the beat map. Unable to relate 
location to destination. Gets lost. Expends too much 
time getting to destination. 

(4) Acceptable Is aware of location while on patrol. 
Properly uses the beat map. Can relate location to 
destination. Arrives within reasonable amount of time. 

(7) Superior - Remembers locations from previous visits and 
does not need the beat map to get there. Is aware of 
shortcuts and utilizes them to save time. High level 
of orientation to the beat and City. 

12. ROUTINE FORMS: ACCURACY/COMPLETENESS - Evaluates trainee's 
ability to properly utilize departmental forms necessary to 
job accomplishment. 

(1) Unacceptable - Is unaware that a form must be completed 
and/or is unable to complete the proper form for the 
given situation. Forms are incomplete, inaccurate or 
improperly used. 

(4) Acceptable Knows the -commonly used forms and 
understands their use. Completes them with reasonable 
accuracy and thoroughness. 

(7) Superior - Consistently makes accurate form selection 
and rapidly completes detailed forms without 
assistance. Displays high degree of accuracy. 

13. REPORT WRITING; ORGANIZATION/DETAILS Evaluates the 
trainee's ability to prepare reports that accurately reflect 
the situation and in a detailed, organized manner. 

(1) Unacceptable Unable to organize information and to 
reduce it to writing. Leaves o~t pertinent details in 
report. Report is inaccurate. 
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(4) Acceptable - Completes reports, organizing information 
in a logical manner. Reports contain the required 
information and details. 

(7) Superior Reports are a complete and detailed 
accounting of events from beginning to end, written and 
organized so that any reader understands what occurred. 

14. REPORT WRITING; GRAMMAR/SPELLING/NEATNESS - Evaluates the 
recruit's ability to use proper English; to follow the rules 
for spelling and to write neatly. 

(1) Unacceptable - Reports are illegible. Reports contain 
excessive number of misspelled words. Sentence 
structure or word usage is improper or incomplete. 

(4) Acceptable - Reports are legible and grammar is a' 'In 
acceptable level. Spelling is acceptable and e. 
are rare. Errors, if present, do not impair ~ 

understanding of the report. 
(7) Superior - Reports are very neat and legible. Contain 

no spelling or grammatical errors. 

15. REPORT WRITING: APPROPRIATE TIME USED Evaluates the 

16. 

17. 

recruit's efficiency relative to the amount of time taken to 
write a report. 

(1) Unacceptable - Requires an excessive amount of time to 
complete a report. Takes °three or more times the 
amount of time a non-probationary officer would take to 
complete the report. 

(4) Acceptable Completes reports within a reasonable 
amount of time. 

(7) Superior - Completes reports very quickly, as quickly 
as a skilled, veteran officer. 

FIELD PERFORMANCE: 
recruit's ability 
activities. 

NON-STRESS CONDITIONS - Evaluates the 
to perform routine, non-stress police 

(1) Unacceptable When confronted with a routine task, 
becomes confused and disoriented. Does not/cannot 
complete task. Takes wrong course of action. Avoids 
taking action. 

(4) Acceptable Properly assesses routine situations, 
determines appropriate action and takes same. 

(7) Superior Properly assesses situations including 
unusual or complex ones. Determines appropriate course 
of action and takes same. 

FIELD PERFORMANCE: STRESS CONDITIONS Evaluates the 
and high s t res s recruit's ability to perform in moderate 

situations. 

(1) Unacceptable Becomes emotional, 
can't function, holds back, loses 
cowardice. Overreacts. 

is panic 
tempe r or 

stricken, 
displays 
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(4) Acceptable - Maintains calm and self-control in most 
situations, determines proper course of a~tion and 
takes it. Does not allow the situation to further 
deteriorate. 

(7) Superior - Maintains calm and self-control in even the 
most extreme situations. Quickly restores control in 
the situation and takes command. Determines best 
course of action and takes it. 

18. INVESTIGATIVE SKILL - Evaluates trainee's ability to conduct 
a proper investigation with an emphasis on crime scene 
investigatory procedures. 

(1) Unacceptable - Does not conduct a basic investigation 
or conducts investigation improperly. Unable to 
accurately diagnose offense committed. Fails to 
discern readily available evidence. Makes frequent 
mistakes when identifying, collecting or booking 
evidence. Does not connect evidence with suspect when 
apparent. Lacks skill in collection and preservation 
of fingerprints. Does not protect scene. 

(4) Acceptable - Follows proper investigatory procedure in 
all but the most difficult/unusual cases. Is generally 
accurate in diagnosis of nature of offense committed. 
Collects, tags, logs and books evidence properly. 
Connects evidence with suspe~twhen apparent. Collects 
"readable" fingerprints from most surfaces when 
available. 

(7) Superior Always follows proper investigatory 
procedure, and always accurate in diagnosis of offense 
committed. Connects evidence with suspect even when 
not apparent. Has "evidence technician" collection and 
identification skills. Can collect "readable" 
fingerprints from any possible surface when available. 

19. INTERVIEW/INTERROGATION SKILL - Evaluates trainee's ability 
to use proper questioning techniques; to vary techniques to 
fit persons being interviewed/interrogated; to follow proper 
procedure. 

(1) Unacceptable Fails to use p'roper questioning 
techniques. Does not elicit and/or record available 
information. Does not establish appropriate rapport 
with subject and/or does not control interrogation of 
suspect. Fails to give Miranda warning. 

(4) Acceptable Generally uses proper questioning 
techniques. Elicits most available information and 
records same. Establishes proper rapport with most 
victims/witnesses. Controls the interrogation of most 
suspects and generally conducts a proper Miranda 
admonition. 

(7) Superior - Always uses proper questioning techniques. 
Establishes rapport with all victims/witnesses. 
Controls the interrogation of even the most difficult 
suspects. Conducts successful interrogations of them. 
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20. SELF-INITIATED FIE~D ACTIVITY Evaluates the recruit~s 
interest and ability to initiate police-related activity. 
To view same and to act on even low-priority situations. 

(1) Unacceptable - Does not see or avoids activity. Does 
not properly follow up situations. Rationalizes 
suspicious circumstances. Does not have a broad 
orientation to the job. 

(4) Acceptable - Recognizes and identifies police-related 
activity. Has a broad orientation to the job including 
low priority activity. Develops cases from observed 
activity. Displays inquisitiveness. 

(7) Superior Seldom misses observable activity. 
Maintains Watch Bulletins and information given at 
briefing and uses that information as "probably cause". 
Ma k e s goo d qua lit y a r res t san d /0 I' pro per dis po sit ion s 
from observed activity. Thinks well "on his feet". 

21. OFFICER SAFETY: GENERAL - Evaluates the recruit's ability 
to perform police tasks without injuring self or others or 
exposing self or others to unnecessary danger/risk. 

(1) Unacceptable Fails to follow accepted safety 
procedures or to exercise officer safety, i.e. 
A) Exposes weapons to suspect (baton, mace, handgun, 

etc.) 
B) Fails to keep gun hand free during enforcement 

situations. 
C) Stands in front of violator's car door. 
D) Fails to control suspect's movements. 
E) Does not keep suspect/violator in sight. 
F) Fails to use illumination when necessary or uses it 

improperly. 
G) Fails to advise dispatcher when leaving police 

vehicle. 
H) Fails to maintain good physical condition. 
I) Fails to utilize or maintain personal safety 

equipment. 
J) Does not anticipate potentially dangerous 

situations. 
K) Stands too close to passing vehicular traffic. 
L) Is careless with gun and other weapons. 
M) Stands in front of doors when knocking. 
N) Makes poor choice of which weapon to use and when 

to use it. 
0) Fails to cover other officers. 
p) Stands between police and violator's vehicle on car 

stop. 
Q) Fails to search police vehicle prior to duty and 

after transporting suspect. 
(4) Acceptable Follows accepted safety procedures. 

Understands and applies them. 
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( 7 . . ' Superior Always works safely. Foresees dangerous 
situations and prepares for them. Keeps partner 
informed and determines the best position for self and 
partner. Is not overconfident. Is in good .physical 
condition. 

22. OFFICER SAFETY: SUSPECTS, SUSPICIOUS PERSONS AND PRISONERS­
Evaluates the trainee's ability to perform police tasks in a 
safe manner while dealing with suspects, suspicious persons 
or prisoners. 

(1) Unacceptable Violates officer safety principles 
outlined in 21 (above). Additionally, fails to "pat 
search"t confronts people while seated in the patrol 
vehicle, fails to handcuff when appropriate. Conducts 
poor searches and fails to maintain a position of 
advantage to prevent attack or escape. 

(4) Acceptable Follows accepted safety procedures with 
suspects, suspicious persons and prisoners. 

(7) Superior - Foresees potential danger and eliminates or 
controls it. Maintains position of advantage in even 
the most demanding situations. Is alert to changing 
situations and prevents opportunities for danger from 
developing. 

23. CONTROL OF CONFLICT: VOICE COMMAND Evaluates the 
trainee's ability to gain and maintain control of situations 
through verbal command and instruction. 

(1) Unacceptable - Speaks too softly or timidly, speaks too 
loudly, confuses or angers listeners by what is said 
and/or how it is said. Fails to use voice when 
appropriate or speaks when inappropriate. 

(4) Acceptable Speaks with authority in a calm, clear 
voice. Proper selection of words and knowledge of when 
and how to use them. 

(7) Superior - Completely controls with voice tone, word 
selection, inflection, and the bearing which 
accompanies what is said. Restores order in even the 
most trying situations through use of voice. 

24. CONTROL OF CONFLICT: PHYSICAL SKILL Evaluates the 
trainee's ability to use proper level of force for the given 
situation. 

(1) Unacceptable - Uses too little or too much force for 
the given situation. Is physically unable to perform 
the task. Does not use proper restraints. 

(4) Acceptable - Obtains and maintains control through use 
of the proper amounts of techniques of force 
application. 

(7) Superior - Excellent knowledge and ability in the use 
of restraints. Selects the right amount of force for 
the given situation. Is in superior physical 
condition. 
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25. PROBLEM SOLVING/DECISION MAKING Evaluates the trainee's 
performance in terms of ability to perceive, form valid 
conclusions, arrive at sound judgments, and make proper 
decisions. 

(1) Unacceptable - Acts without thought or good reason. Is 
indecisive, naive. Is unable to reason through a 
problem and come to a conclusion. Can't recall 
previous solutions and apply them in like situations. 

(4) Acceptable - Able to reason through a problem and come 
to an acceptable conclusion in routine situations. 
Makes reasonable decisions based on information 
availabl~. Perceives situations as they really are. 
Makes decisions without assistance. 

(7) Superior - Able to reason through even the most complex 
situations and is able to make appropriate conclusions. 
Has excellent perception. Anticipates problems and 
prepares resolutions in advance. Relates past 
solutions to present situations. 

. 
26. RADIO: APPROPRIATE USE OF CODES/PROCEDURE - Evaluates the 

trainee's ability to use the police radio in accordance with 
Department policy and procedure. 

(1) Unacceptable - Violates policy concerning use of radio. 
Does Dot follow procedures or follows wrong procedure, 
Does not understand or use proper codes/language. 

(4) Acceptable Follows policy and accepted procedures. 
Has good working knowledge of most-often used sections 
of the code/language. 

(7) Superior - Always follows proper procedures, adheres to 
policy. Has superior working knowledge of all 
codes/language and applies knowledge when using the 
police radio. 

27. RADIO: LISTENS AND COMPREHENDS - Evaluates the trainee"s 
ability to pay attention to radio traffic and to understand 
the information transmitted. 

(1) Unacceptable - Repeatedly misses own call sign and is 
unaware of traffic in adjoining beats. Requires 
dispatcher to repeat radio transmissions or does not 
accurately comprehend transmission. 

(4) Acceptable Copies own radio transmissions and is 
generally aware of radio traffic directed to adjoining 
beats. 

(7) Superior - Is aware of own radio traffic and traffic in 
the surrounding beats. Is aware of traffic in other 
parts of the City and uses previously transmitted 
info~mation to advantage. 

28. RADIO: ARTICULATION OF TRANSMISSIONS Evaluates the 
trainee's ability to communicate with others via the police 
radio. 
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(1) Unacceptable Does not preplan his transmissions. 
Over or under modulates. Cuts message off through 
improper use of the microphone. Speaks too fast or too 
slowly. 

(4) Acceptable - Uses proper procedures with clear, concise 
and complete transmissions. 

(7) Superior Transmits clearly, calmly, concisely and 
completely in even the most stressful situations. 
Transmissions are well thought out and do not have to 
be repeated. 

RELATIONSHIPS 

29. WITH CITIZENS: GENERAL - Evaluates the trainee's ability to 

30. 

interact with citizens (including suspects) in an 
appropriate, efficient manner. 

(1) Unacceptable Abrupt, belligerent, overbearing, 
arrogant, uncommunicative. Overlooks or avoids 
"service" aspect of the job. Introverted, insensitive 
and uncaring. Poor "non-verbal" skills. 

(4) Acceptable Courteous, friendly and empathetic. 
Communicates in a professional, unbiased manner. Is 
service oriented. Good "non-.verbal" skills. 

(7) Superior - Is very much at ease with citizen contacts. 
Quickly establishes rapport and leaves people with 
fee 1 i n g t hat the 0 f fie e r was i.n t ere s ted ins e r v i n g 
them. Is objective in all contacts. Excellent "non­
verbal" skills. 

WITH ETHNIC GROUPS 
trainee's ability to 
racial groups other 
efficient manner. 

OTHER THAN HIS 
interact with 
than his own, 

OWN 
members 

in an 

Evaluates the 
of ethnic or 

appropriate, 

(1) Unacceptable - Is hostile or overly sympathetic. Is. 
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prejudicial, subjective and biased. Treats members in 
this grouping differently than members of his own 
ethnic or racial group would be treated. 

(4) Acceptable Is at ease with members of other 
ethnic/racial groups. Serves their nc~eds objectively 
and with concern. Does not feel threatened when in 
their presence. 

(7) Superior - Understands the various cultural differences 
and uses this understanding to competently resolve 
situations and problems. Is totally objective and 
communicates in a manner that furthers mutual 
understanding. 

WITH OTHER DEPARTMENT 
trainee's ability to 
Department members of 
capacities. 

MEMBERS (Specify) Evaluates the 
effectively interact with other 

various ranks and in various 
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(1) Unacceptable Patronizes FTO/superiors/peers or is 
antagonistic toward them. Gossips. Is insubordinate, 
argumentative, sarcastic. Resists instructions. 
Considers self superior. Belittles others. Is not a 
"team" player. Fawns on others. 

(4) Acceptable Adheres to the chain of command and 
accepts role in the organization. Good peer and FTO 
relationships and is accepted as a group member. 

(7) Superior - Is at ease in contact with all, inclJding 
superiors. Understands superiors~ responsibilities, 
respects and supports their position. Peer group 
leader. Actively assists others. 

4/2/86 
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DAILY OBSERVATION REPORT 

The Daily Observat.ion Report. (DOR) is completed each day by the 
Field Training Officer. This report is a permanent. record of the 
trainee's progress as well as problem areas and remedial efforts 
to resolve them. The DOR is normally completed and discussed 
with the trainee just before, or at, the end of the shift. 

The DOR reflect.s five major areas which are dtvided int.o thirty­
one ca t ego ries. These ca t.ego r ies cove r the range 0 f skill s 
necessary to become a proficient police officer. By the end of 
the program, t.he trainee is expected to master these skills to a 
minimum acceptable level (4) per the Standardized Evaluation 
Guidelines. A trainee's performance may be evaluated through 
actual performance of a particular skill or by verbal, written or 
simulated testing. 

The init.ial information is self-explanatory. 

1. Daily Observation Report~ are numbered sequentially from 
the first day of t.raining. A DOR will be completed for 
each work day of t.he fourteen week period. If a non­
training day or an absence occurs, a DOR is still 
completed noting t.he reason for no rating (limbo, sick, 
etc.). 

2. The watch assignment. for that particular day is noted. 
3. The phase assignment for the particular trainee is 

indicated. 
4. The beat, type of assignment or reason for no rating for 

that shift. is list.ed. 
5. "R.T." refers to Remedial Time. Any time spent as 

remedial training which exceeds fifteen minutes shall be 
recorded in the box adjacent to the respective category. 
The time in minutes shall be noted. If less than 
fifteen minutes, a check only shall be placed in the 
appropriate box. 

6. A numerical rating, according to the Standardized 
Evaluat.ion GUidelines, shall be recorded in each 
observed performance category. "1", "4", and "7" are 
defined in behavioral terms for each category. "2", 
"3", "5", and "6" are included to allow t.he Field 
Training Officer to indicate performance that does not 
exactly fit a definition provided by the guidelines, but 
is more like one of the anchor definitions than the 
other. This rating scale is a fixed scale, with 
behavioral anchors identified. While an F.T.O. has much 
latitude in application of the various "degrees" of 
performance, it must be remembered that any rating less 
than a "4" means improvement is needed by a trainee in 
that part.icular category. A "4" or above means that the 
trainee's performance is "acceptable" t.o "superior" by 
Field Training and Evaluat.ion st.andards. Narrative 
comments are encouraged on the reverse side of the DOR 
for any ratings less than "3" or more than" 5". 
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7. The score recordation column. This column of boxes has 
a two-fold purpose. At the end of shift the numerical 
ratings are transferred to these boxes by the trainee. 
This serves to reinforce the ratings given by the F.T.O. 
Secondly, once the numbers are placed into this column 
it is an easy task to complete "charting" by placing the 
chart next to the corresponding boxes and transferring 
the numbers onto the chart. 

8. "N.O." means Not Observed and refers to any activity 
listed on the front of the evaluation which the F.T.O. 
did not observe sufficielltly to rate. A check mark of 
some sort is all that is required here. 

9. "N.R.T." means Not Responding to Training. A numerical 
rating shall be given as well as a mark in the N.R.T. 
column for that particular category. An N.R.T. is given 
when a trainee, after having been instructed in a task 
enough times that improvement or accomplishment is 
expected, fails to improve or "fails to respond to 
training". An N.R.T. shall be preceded by remedial 
efforts. This notation on a DOR is a red flag that 
serves to give the trainee notice that unless 
improvement is forthcoming, a final result may be 
termination. 

10. Total time of remedial training for the particular 
evaluation day. This number represents the total time 
estimated as spent on remedial training for the day and 
will inc 1 u d e all t he tim ere c·o r d e din the R • T • col u m n • 
Remedial efforts and formal remedial plans should be 
explained in the narrative on the reverse side of the 
DOR. 

11. The most satisfactory area of performance is that area 
in which the trainee did his or her best performance 
according to the F.T.O."s opinion. This does not have 
to necessarily be the highest rating of the shift. It 
could be that a 3 level performance would be considered 
the "best" performance of the day if the trainee had 
been getting l"s and 2"s until this point. 

12. A documented account of the incident listed in (11) 
above. 

13. The least satisfactory area of performance is that area 
in which the trainee performed poorest during the shift. 
The F.T.O. is required to narrate this section. 

14. "CAT. NO." refers to the category number that is being 
explained in the narrative. Specific documentation is 
necessary for particular categories receiving high or 
low ratings. The category number should be placed in 
this column followed by the narrative in the space 
provided to the right. It can also be used to continue 
narration begun in the most/least satisfactory sections. 

15" The trainee is required to sign the evaluation. A 
signature here means that this evaluation has been 
discussed with the trainee and not necessarily that the 
trainee agrees with the ratings and comments thereon. 

16. Field Training Officer signature. 
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17. Supervisory signature indicates tha.t this DOR has been 
reviewed. 

NARRATIVES 

When writing narrative portions of the evaluatioo t it is 
important to remember several key factors. The narrative should 
be: CLEAR-CONCISE-COMPLETE-CORRECT. The following suggf~stions 
will aid the writer in accomplishing these goals. 

1. Set the stage - give a description of the situat:ion ,'H 
conditions present, thereby placing the n:aitlI'H!'''l~ 
actions in context. 

2. Use verbatim quotes - it is sometimes clearer to report 
what was said than to attempt to describe the effect of 
the words. 

3. Report the facts, avoid conclusions let the facts 
speak for themselves. 

4. Remember you r aud ience who is go i ng to re ad t hi s 
report and what is it you are trying to accomplish? 

5. Watch your grammar, spelling, and legibility. 
6. Speak to perfo'rmance, not personality. Criticize the 

act, not the person. 
7. Use lists if appropriate. 
8. Avoid slang, jargon, swearing, etc. 
9. THINK REMEDIAL!!! 

Writing narratives should be no mystery to any officer selected 
to be an F.T.O. If an F.T.O. can write an acceptable police 
report they can write an evaluative narrative! 
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RELATJOIISHIPS 

Z 1 • 
2 1 • 
21« 

5 6 ] [ 29 WITH CITIZENS IN &£NERAI. 
5 6 7 [ ) [ 1 30 WITH ETlllle GIIOUl'S OTHER THAN ow 
5 6 7 [ l [ 1 31 WITH OTHER DEPMTII:NT II:IIIERS 

l.O.."INUlES Of REllEDIAL TRAINI'" TIll: (ElPLAI" RElltDIAI. 'LANS) 

v - 19 

B 
B 
B 
8 
a 

38 



DAILY OBSERVATION REPORT (reverse) 

11 

THE LEAST SAllSFACTOP' MEA Of ~RFOR""IICE lOOAY ~ RAlII~ CATEGORY IUflER --l----S+--
A SPECIFIC 11It1D£1IT IIIIICH DE~mATt~ TOOAY'S rtRFORIWICE 1M THIS MEA IS: ______________ _ 

DOCUMEHTAlIOfj OF 'ERFOR""'~:E Ale. CCNlEHTS: 

CAT. MO. 

14-----------------------------

--..lPOfFitER StliWXTlJII£ 

REVIEWED IT _1 ..... 7 ...... ________ _ 

JI2-/86 
1. SET IH[ STA&E/)CENE. 
l. USE LISTS AS APPROPRIATE. 
3. COtISIDER VERBJ.!IM ooOTES. 
•. .EII[~m TOUR AVOI [NCE. 

v - 20 

16 
--,nllm;G'-oOF ... r ... l.,.,cE .... ~.,S."IG""W;,..;mO"'R<--

5. upon FACTS. 
6. CRITIDUE P[RF~ANC[. 
7. CHECK SPELLING. ;RA'tIAR, ETC. 
B. THINK R[~[CIA!.! 



BOULDER POLICE DEPARTMENT DAILY OBSERVATION REPORT NO. 

I I I I I I I I I I! I I I I I I 
411jINEE IS LAST NAME. FIRST INITIAL BADGE NO. FTOIS LAST NAME. FIRST INITIAL BADGE NU. DATE 

RATING INSTRUCTIONS: Rate observed behavior with reference to the scale below. COl111lent on WATCH 

B the most and least satisfactory performance of the day. COl111lent on any behavior you wish. WORKED: 
but a specific comment is required on all ratings of "211 or less and 1t61t and above. Check 
"N.O." box if not observed. If trainee fails to respond to training, check "N.R.T." b~x FTO PHASE: 
and comment. 

RATING SCALE I 
NOT ACCEPTABLE SUPERIOR BY ASSIGNMENT OR REASON FOR NO EVALUATION 
BY FTO PROGRAM ACCEPTABLE FTO PROGRAM 

STANDARDS LEVEL STANDARDS 
------> 1 2 3 <4> 5 6 7 <------

N.O. N.R.T APPEARANCE R. T. 

CJ 1- 2 3 4 5 6 7 [ ] [ J 1 GENERAL APPEARANCE CJ 
ATTITUDE 

B 2- 2 3 4 5 6 7 [ ] [ ] 2 ACCEPTANCE OF FEEDBACK - FTO/PROGRAM B 3- 2 3 4 5 6 7 [ ] [ ] 3 ATTITUDE TOWARD POLICE WORK 
KNOWLEDGE 

4 KNOWLEDGE OF DEPARTMENT POLICIES AND PROCEDURES 

B 4- 1 2 3 4 5 6 7 [ ] [ ] REFLECTED BY VERBAL/WRITTEN/SIMULATED TESTING B 1 2 3 4 5 6 7 [ ] [ ] REFLECTED IN FIELD PERFORMANCE 
5 KNOWLEDGE OF CRIMINAL STATUTES 

B 5- 1 2 3 4 5 6 7 [ ] [ ] REFLECTED BY VERBAL/WRITTEN/SIMULATED TESTING B 1 2 3 4 5 6 7 [ ] [ ] REFLECTED IN FIELD PERFORMANCE 
6 KNOWLEDGE OF CITY ORDINANCES 

B 6- 1 2 3 4 5 6 7 [ ] [ ] REFLECTED BY VERBAL/WRITTEN/SIMULATED TESTING B 1 2 3 4 5 6 7 [ ] [ ] REFLECTED IN FIELD PERFORMANCE 
7 KNOWLEDGE OF TRAFFIC CODES 

.f-3 7- 1 2 3 4 5 6 7 [ ] [ ] REFLECTED BY VERBAL/WRITTEN/SIMULATED TESTING B 1 2 3 4 5 6 7 [ ] [ ] REFLECTED IN FIELD PERFORMANCE 
8 KNOWLEDGE· OF CODES OF CRIMINAL PROCEDURE 

B 8- 2 3 4 5 6 7 [ ] [ ] REFLECTED BY VERBAL/WRITTEN/SIMULATED TESTING B 2 3 4 5 6 7 [ ] [ ] REFLECTED IN FIELD PERFORMANCE 
PERFORMANCE 

9- 2 3 4 5 6 7 [ ] [ ] 9 DRIVING SKILL: NORMAL CONDITIONS 
10- 2 3 4 5 6 7 [ ] [ ] 10 DRIVING SKILL: MODERATE AND HIGH STRESS CONDITIONS 
11- 2 3 4 5 6 7 [ ] [ ] 11 ORIENTATION/RESPONSE TIME TO CALLS 
12- 2 3 4 5 6 7 [ ] [ ] 12 ROUTI NE FORMS: ACCURACY/COMPLETENESS 
13- I 2 3 4 5 6 7 [ ] [ ] 13 REPORT WRITING: ORGANIZATION/DETAILS 
14- 1 2 3 4 5 6 7 [ J [ ] 14 REPORT WRITING: GRAMMAR/SPELLING/NEATNESS 
15- 1 2 3 4 5 6 7 [ ] [ ] 15 REPORT WRITING: APPROPRIATE Tl!~E USED 
16- 1 2 3 4 5 6 7 [ J [ ] 16 FIELD PERFORMANCE: NON-STRESS CONDITIONS 
17- 1 2 3 4 5 6 7 [ ] [ ] 17 FIELD PERFORMANCE: STRESS CONDITIONS 
18- 1 2 3 4 5 6 7 [ ] [ ] 18 INVESTIGATIVE SKILL 
19- 1 2 3 4 5 6 7 [ ] [ ] 19 INTERVIEW/INTERROGATION SKILL 
20- 1 2 3 4 5 6 7 [ ] [ ] 20 SELF-INITIATF.D FIELD ACTIVITY 
21- 1 2 3 4 5 6 7 [ ] [ ] 21 OFFICER SAFETY: GENERAL 
22- 1 2 3 4 5 6 7 [ ] [ ] 22 OFFICER SAFETY: SUSPECTS/SUS. PERS./PRISONERS 
23- 1 2 3 4 5 6 7 [ ] [ ] 23 CONTROL OF CONFLICT: VOICE COMMAND 
24- 1 2 3 4 5 6 7 [ ] [ ] 24 CONTROL OF COIIFLICT: PHYSICAL SKILL 
25- 1 2 3 4 5 6 7 [ ] [ ] 25 PROBLEM SOLVING/DECISION MAKING 
26- 1 2 3 4 5 6 7 [ ] [ ] 26 RADIO: APPROPRIATE USE OF CODES/PROCEDURE 
27- 1 2 3 4 5 6 7 [ ] [ ] 27 RADIO: LISTENS AND COMPREHENDS 
28- 1 2 3 4 5 6 7 [ ] [ ] 28 RADIO: ARTICULATION OF TRANSMISSIONS 

RELATIONSHIPS 

.a 29- 2 3 4 5 6 7 [ ] [ ] 29 WITH CITIZENS IN GENERAL § 30- 2 3 4 5 6 7 [ ] [ ] 30 WITH ETHNIC GROUPS OTHER THAN OWN 
31- 2 3 4 5 6 7 [ ] [ ] 31 WITH OTHER DEPARTMENT MEMBERS 

MINUTES OF REMEDIAL TRAINING TIME (EXPLAIN REMEDIAL PLANS) 

~o 



THE MOST SATISFACTORY AREA OF PERFORMANCE TODAY WAS RATING CATEGORY NUMBER _____ _ 

A SPECIFIC INCIDENT WHICH DEMONSTRATES TODAY'S PERFORMANCE IN THIS AREA IS: _______________ _ 

THE LEAST SATISFACTORY AREA OF PERFORMANCE TODAY WAS RATING CATEGORY NUMBER ____ _ 

A SPECIFIC INCIDENT WHICH DEMONSTRATES TODAY'S PERFORMANCE IN THIS AREA IS: _______________ _ 

DOCUMENTATION OF PERFORMANCE AND COMMENTS: 

CAT. NO. 

RECRUIT OFFICER SIGNATURE TRAINING OFFIcER SIGNATURE 

REVIEWED BY ______________ _ 

'J/24/86 
1. SET rHE STAGE/SCENE. 5. REPORT FACTS. 
2. USE LISTS AS APPROPRIATE. 6. CRITIQUE PERFORMANCE. 
3. CONSIDER VERBATIM QUOTES. 7. CHECK SPELLING, GRAM~AR, ETC. 
4. REMEMBER YOUR AUDIENCE. 8. THINK REMEDIAL! 41 



M)ULDER POLICE DEPARTMENT DAILY OBSERVATION REPORT NO. 22 -----
BROWN. S. K. 1 01 31 71 311 0 19 12 h 18 1 61 

FTO'S LAST NAME. FIRST INITIAL BADGE NO. DATE 
ING INSTRUCTIONS: Rate observed behavior with reference to the scale below. COlllTlent on WATCH 8d 

the most and least satisfactory performance of the day. Comnent on any behavior you wish. WORKED: 3 
but a specific comment is required on all ratings of -2- or less and -6- and above. Check 
-N.O.- box if not observed. If trainee fails to respond to training. check -N.R.T.- box FTO PHASE: II 
and ccmnent. 

NOT ACCEPTABLE 
BY FTO PROGRAM 

STANDARDS 

RATING SCALE I 
ACCEPTABLE 

LEVEL 
------> 1 2 3 <4> 5 6 

ITI 1-

~ 2-
I}[] 3-

9-
lO­
ll-
12-
13-
14-
15-
16-
17-
18-
19-
20-
21-
22-
23-
24-
25-
26-
27-
28-

29-
30-
31-

1 
1 

1 
1 

2 3 4 (§) 6 

2 
2 

6 
6 

23456 
2 3 (D 5 6 

23456 
2 3 @ 5 6 

23456 
2 3 (i) 5 6 

23456 
2 0 4 5 6 

23456 
2 3 @ 5 6 

1 2 3 (j) 5 6 
1 2 3 4 5 6 
1 (2) 3 4 5 6 
1 Y lID 4 5 6 
1 2 ([) 4 5 6 

~ ~ rhCf ~ : 
1 2 (j) 4 5 6 
1 234 5 6 
1 2 3 ® 5 6 
1 2 ® 4 5 6 
1 2 3 4 (j) 6 
1 2 3 4 (§) 6 
1 2 3 4 5 6 
1 2 345 6 
1 2 3 4 5 6 
1 2 3 (!) 5 6 
1 2 3 (!) 5 6 
1 2 3 4 ([) 6 
1 2 3 <!) 5 6 

2 
2 
2 

;~cp~ 
3 4 CD 6 

SUPERIOR BY 
FTO PROGRAM 

STANDARDS 
7 <------

N.O. N.R.T 
7 [ J [ ] 

7 [ ] [ ] 
7 [ ] [ ] 

7 [V] [ ] 
7 [ J [ ] 

7 ["'1 [ ] 
7 [ ] [ ] 

7 [v] [ ] 
7 [ ] [ ] 

7 [V] [ ] 
7 [ ] [ ] 

7 [V'"'1 [ ] 
7 [ ] [ ] 

7 [ ] [ ] 
7 [ ..... ] [ J 
7 [ J [..-] 
7 [ ] [ ] 
7 [ J [ J 
7 [ ] [ ] 
7 [ ] [ ] 
7 [ ] [ ] 
7 [ ...... ] [ ] 
7 [ ] [ ] 
7 [ ] [ ] 
7 [ ] [ ] 
7 [ ] [ J 
7 [V"'J [ ] 
7 [v-] [ ] 
7 [£..0'"' J [ J 
7 [ J [ J 
7 [ J [ J 
7 [ ] [ J 
7 [ ] [ ] 

7 [ ] [ ] 
7 r ] [ J 
7 [ J [ ] 

APPEARANCE 

ASSIGNMENT OR REASON FOR NO EVALUATIO~ 

General South 

1 GENERAL APPEARANCE 
ATIITUDE 
2 ACCEPTANCE OF FEEDBACK - FTO/PROGRAM 
3 ATIITUDE TOWARD POLICE WORK 

KNOWLEDGE 
4 KNOWLEDGE OF DEPARTMENT POLICIES AND PROCEDURES 

REFLECTED BY VERBAL/WRITTEN/SIMULATED TESTING 
REFLECTED IN FIELD PERFORMANCE 

5 KNOWLEDGE OF CRIMINAL STATUTES 
REFLECTED BY VERBAL/WRITTEN/SIMULATED TESTING 
REFLECTED IN FIELD PERFORMANCE 

6 KNOWLEDGE OF CITY ORDINANCES 
REFLECTED BY VERBAL/WRITTEN/SIMULATED TESTING 
REFLECTED IN FIELD PERFORMANCE 

7 KNOWLEDGE OF TRAFFIC CODES 
REFLECTED BY VERBAL/WRITIEN/SIMULATED TESTING 
REFLECTED 1N FIELD PERFORMANCE 

8 KNOWLEDGE OF CODES OF CRIMINAL PROCEDURE 
REFLECTED BY VERBAL/WRITIEN/SIMULATED TESTING 
REFLECTED IN FIELD PERFORMANCE 

PERFORMANCE 
9 DRIVING SKILL: NORMAL CONDITIONS 

10 DRIVING SKILL: MODERATE AND HIGH STRESS CONDITIONS 
11 ORIENTATION/RESPONSE TIME TO CALLS 
12 ROUTINE FORMS: ACCURACY/COMPLETENESS 
13 REPORT WRITING: ORGANIZATION/DETAILS 
14 REPORT WRITING: GRAMMAR/SPELLING/NEATNESS 
15 REPORT WRITING: APPROPRIATE TIME USED 
16 FIELD PERFORMANCE: NONDSTRESS CONDITIONS 
17 FI ELD PERFORMANCE: STRESS CONDITI ONS 
18 INVESTIGATIVE SKILL 
19 INTERVIEW/INTER~OGATION SKILL 
20 SELF-INITIATED FIELD ACTIVITY 
21 OFFICER SAFETY: GENERAL 
22 OFFICER SAFETY: SUSPECTS/SUS. PERS./PRISONERS 
23 CONTROL OF CONFLICT: VOICE COMMAND 
24 CONTROL OF CONFLICT: PHYSICAL SKILL 
25 PROBLEM SOLVING/DECISION MAKING 
26 RADIO: APPROPRIATE USE OF CODES/PROCEDURE 
27 RADIO: LISTENS AND COMPREHENDS 
28 RADIO: ARTICULATION OF TRANSMISSIONS 
RELATl ONSHI PS 
29 WITH CITIZENS IN GENERAL 
30 WITH ETHNIC GROUPS OTHER THAN OWN 
31 WITH OTHER DEPARTMENT MEMBERS 

__ 3_5 __ MINUTES OF REMEDIAL TRAINING TIME (EXPLAIN REMEDIAL PLANS) 

R.T. 
C] 

B 
B 
B 
B 
B 
B 

25 

42 



THE MOST SATISFACTORY AREA OF PERFORMANCE TODAY WAS RATING CATEGORY NUMBER 

A SPECIFIC INCIDENT WHICH DEMONSTRATES TODAY'S PERFORMANCE IN THIS AREA IS: 

20 

Gerald's strongest performance _ 

for the dav was hjs cQnsistently high amount of self-jnitiated activjty. He made seven 

traffic stQPs. Qf which four resulted jn enforcement act jon. He stopped three people for 

F.Ls. of whom only one was unacceptable (as be had no probable cause nor a reason for 

the stop I. 

THE LEAST SATISFACTORY AREA OF PERFOR.MANCE TODAY WAS RATING CATEGORY NJMBER _-A1 ....... 1 ..,,&"'-""2_ 

A SPECIFIC INCIDENT WHICH DEIoKlNSTRATES lODAY'S PERFORMANCE IN THIS AREA IS: Gerald responded to a call at 12th 

and College. two major streets which he had been to twjce earlier. We were' at Broadway 

played cQnfusion iromediately_,as to where the intersection was located He drmre north on 

Broadwav for one mile (he should have driven south one mile to College, then west (cant.) 

DOCUMENTATION OF PERFORMANCE AND COMMENTS: 

CAT. NO. 

11 (cont.) two blocks to 12th St.). He then turned around and drove south to Baseline. ---
passing College. Once on Baseline, he drove west to 12th, then north to College where 

he arrived to handle the call. The time spent on responding was nine minutes. Gerald 

has been advised to use his Ina? book at all times until he is familiar with the citv. ~ 

He was given five assignments to look up in his map book in mv presence. He com-

pleted all five with no problems. 

_---=-7_ Gerald is aware of the proper bAif; c codes. however. he guessed at a traff; C code 

section when writing a citation instead of using his traffic guide. He used the 

wrong section and was required to ammend the summons. 

12, 13 __ . _____________________________________ _ 

14 & 15 Gerald's reports.....need improvement as hf> fails to jnclude pertinent information s1]ch 

as the victim's address. dQes nQt write his narratjves in proper seq"ence, and 

takes too much time in writing simple reports (20 minutes to complete three F.r. 

RECRUIT OFFICER SIGNATURE 
~ 

TRAINING oFfiCE1 SIGNATURE 

REVIEWED BY __ <i~:£:.I..L.~.J.t:¥.I-------
(f 

J/24/86 
l. 
2. 
3. 
.4 

SET rHE STAGE/SCENE. 
USE LISTS AS APPROPRIATE. 
CONSIDER VERBATI~ QUOTES. 
RJ:M.MQrll Vnllll AltnTFN"F 

5. REPORT FACTS. 
6. CRITIQUE PERFORMANCE. 
7. CHECK SPELLING, GRAMMAR, ETC. 
B. THINK REMEnlALI 



BOULDER POLICE DEPARTMENT 

NARRATIVE CONTINUATION 

cards). He has no problem with grammar, spelling or neatness. 

29 & 31: Gerald is well liked by other officers as well as the citizens he comes in 

contact with. He is polite and professional at all times. He constantly asks other 

officers if he can assist them with their cases. 

21: Gerald's officer safety is very good. He has improved quite a lot in this area 

I 

and is perfor.ming in an above average manner. He maintains the proper stance when 

interviewin~ possible suspects, yet does not offend citizens with obviously oVer-

exaggerated stances or movements. 



NARRATIVE CONTINUATION FORM 

BOULDER POI.1 CE DEl' AR'niENT 

NARRATXVE CONTXNUATXON 

This form may be used to contin~ed 
portion of any other form used in the 
D.O.R., Supervisors Report, Alternate 
tion, etc .. 

the narrative 
program, i.e. 
~J e e k 1 y E val u a -



SUPERVISOR'S WEEKLY REPORT 

The Supervisor's Weekly Report (SWR) is completed by the shift 
Field Training Sergeant on each of his or her trainees. This 
provides the program with a check-and-balance system to assure 
that the F.T.O. is operating within the set guidelines. A sec­
ondary function is to ensure that the sergeant sit down with each 
trainee and discuss performance progress and problems. 

The SWR is basically the same as a DOR with the following excep­
tions: 

1. Weekly observation report number is a sequence series of 
weekly reports. A total of fourteen or more should be 
completed at the end of the program. 

2. Percent of watch spent in observing trainee is that time 
the sergeant spent observing the trainee's performance. 
This may be done by direct observation in the field by 
covering calls or by riding with the trainee. Other 
methods include review of trainee reports, monitoring 
radio transmissions or by observing behavior at brief­
ing. 

3. The sergeant shall graph the trainee's performance over 
the last two weeks for the categories chosen as most 
satisfactory and least satisfactory. The graph shall 
represent DOR ratings. 

4. The method(s) by which the supervisor monitored the 
trainee's performance shall be noted. 

VIII - 13 



SUPERVISOR'S WEEKLY REPORT (fron.t) 

llOU,D(1 I'CLla ""~TII[IIT 1ItttL, 0IS[l VA TlIII II POlT 11). 1 
fI.uHlVISCR'S laW, III't11T 

, I III] I Jilll ] I I I I I 
'lbillt£·s LASl 1WIt. fllSl IIITIAL IADIl Ie. 1iifoT LASl lINd. , lasT IllTI ... iXDo,[ Ie. DAU 

UTIle I IISTlLCT IIIIS: IUt 1O\.I.M4 ...... 1 .. witll ,...r_, \I tIot ICI't .. ,... c:-<I\ III .TeM B till .,1\ WId '.nt .. tllf"'\OI'I ... f ..... _ -' tIot .... k. c.o-n' III "" "hlWlD1' ,.,., wi"'. IDXtD: 
kt a "",1ft, -'It h ,....It" III an I'ltl"" ef or II' Inl >;Nl ... IN! _'tt, 0IKi. 
• •• 0." .. if.t .~. If 1111_ 'alII Ie I'ftpol\ll \I tralll",. cMti. ·'.l.T." ... no NUt: .... ~. 

I linll; run I . 
Il'/! .cuI!'TAIU IIPtllDit .., 
I' ITO I'tilIIWI .unAIU no~ 

STMDMDS uru STAll:W.DS -)-, I I CA) , , 7 (.-

'.0 ••• l.T .I't,ulll:r I.T. 

0 ,- , J • I • 7 [ J I 1 , ,/:IIEU...,,[MAIItt 0 

B 
mnlll£ ,. , J • • • 7 1 [ 1 ""iAUt PT .... et " FUDIAlX • ITO/PIOIOAA'I B l- I :I • I • 7 J I 1 I Anlllllt 'IOIWIO I'CLla D~ 
D:JII'.tMt 

B 
~Ulli£ " IInMTlI:If'! I'CLICI[S AlIt) "Ot[~tS 

•• J/ J • I • , J [ ] ItHICTEO IT m"""~lml/Sl"UTtD nSTJ.c B r I • I • 7 1 I J ItfUCTtD II f1tLO I'OFDIt"'.:t 
I UOIi.tll'L " ClI"I~ STATUTES 

a l- I I • I I , 1 [ 1 ItfL1CTtO IT n:UAl./~mtIISIIU.AnO nSTI.G B I I • I , , 1 [ J ItfUCTEO II FIELD rtlFDIt",.Ct , UOIr.tDll If CrT'! 1II01W:tS 

a l- I I • I , 7 1 ( ItfUCTEO IT mll.!.~lm./SIIU.AnD nSTm B I I .. I • 7 J ( ItrUCTtD I' FIllO PUfDltIWl:t 
7 bOW'.tll'L If 'IlNflt CllDtS 

B 7- I I .. I • 7 1 [ 1 I£fUtTtD IT mll.!./~lml/Slou.lTtD nSTIIG B z I .. , , 7 1 [ 1 ItF LEtTtD II.FltLO PUFDltAAH:t 

• OOW'.tll'L If CllDtS " ClI .. I ..... I'IOCtDI.R[ 

B l- I I • , , 7 1 1 IIfL£tTEO IT m ...... ,lAlm./SIIU.ATtD nSTIN. B 2 3 .. I , 7 J 1 l£FL£CTEO II FlllO mfDltIWl:t 
PrIlrDltI\A~:r 

t- 1 I I .. , 7 [ 1 [ 1 • DltIWl" SlILL: Dow. aJCllTlOl(S 
11). 1 2 I .. , 7 [ J [ 1 'D IIRIYII, SlIL.l.; arun AICI HI&II STltSS tIII:mOhS 
11- 1 ! I .. , 7 [ J [ 1 11 IIRl£l!llTltIIllISI'OIIS[ n..r TO tA:.l.S 
1l. 1 ! I • I 7 [ 1 [ 1 12 1M III fDltIlS: AtClAAtT/COIf'LCTEIltSS 

11- 1 2 I • , 7 [ 1 [ 1 11 l£'~' .-m",: IIR~"I%ATIIIIIDl.iAILS 

1"- 1 2 3 • , 7 [ 1 [ ] \« 1II:~1 ~ITJ"': IllAA'fW./SI'tLLI Ie/ll:AlItSS 
II- I Z I • , 7 [ 1 [ ] U III:I'OIIT ~mle; ..".DPltllTt TIll: USte ,I- , Z I .. , , I 1 [ J " 'IELD mrDlt"'.tt: ... ·m[~ a.D:TIOkS 
17· 1 , I • , 7 l 1 ( 1 17 'ItLD PUrDlt ...... :t: STIlU a.DITJIIIS 
II- I Z J • , 7 [ 1 [ 1 '* IIYtSTI~Tlyt SlILL 
It- , I J • , 7 [ 1 l ] " IrrDYI£IUIIITW~TlIII SlIL.l. 
zo. , I J • , 7 ( 1 [ 1 III ilL' -llmAm FlllD ACTanY 
11- , , I • , ., ( ] 1 1 11 .F1a. WnTl .IOAI. 
12- , Z J • , 7 [ J ( J 12 Inltn $linT: 1IIS'£tTSISUS. PDS.'"ISOlItRS 
Zl- I I J • , 7 1 1 [ 1 ZJ CDmDl. IW a.r LI t'!; tell a CIlIW.lD 
14- , Z I • , 7 [ l [ J It CDmDl." awLit'!; ""SICA!. SlIL.l. 
21- .1 Z I • I 7 1 1 [ ] 15 PIO ... [ .. SDl.YI""Dl:CISIIII -II' 
tl- l I J • , 7 I ] [ ] • WID: ..".DPltIATt lIS[ " COOtSmoaMt 
17. , I J • , 7 [ 1 I 1 17 WIO; iJrnas MIll IXJfttICI'ClS 

a- 1 I J • , 7 [ J [ 1 • WIO: .TlClUTlIII IW 1lMSIUUIIIIS 
ItLlTlIIIS"I'S 

§ 13"· , • • , , 7 [ 1 ( 1 II 1111" tIT mIlS 11 KIIt1tAl. 

:t I I • I , 7 [ ] [ 1 ., IIITH tTHilt .. ~s OTIC. nwc ~ 
I J • I , 7 [ [ [ J II IITTM OTIO .'AlTll:IIT c .. tlS 

TOTAL IllI11TU .. IPtDIAL 1lA1111e nil tillS lIEU (IIIT£ SPtCIFJt l£III:DIAL 'UIIS) 

VIII - 14 
47 



• 

·' -

SUPERVISOR'S WEEKLY REPORT (reverse) 

TOE MOST IATISrACT01! AIZA OF PZ1F01MAWCZ OF TOE WZZK WAS lATING CATEGORY 
.OHIER 
A IPEC"'I;-;';-;l""'C--;X-::.-::CXDZWT VBICB DEMOIISTUT!S PElr01HANCE IN TBlS AREA 15: ________________________________________________________ __ 

PUYIOtlS lIEU PltSOIT IItEK 

i :I:::::I::::::i:::::t·:::I::::::I::::i::::~· 4 - •••••• •••••• •••••• •••••• •••••• •••••• • ••••• 
l .. ...... ...... ...... ...... ...... ...... . .... . 
2 •• •••••• •••••• • ••• - •••••• •••••• •••••• • ••••• 
1 - •••••• _... • •• _. •••••• •••••• •••••• • •••• 

3 
fHE LEAST SATlSPACTOlY Of UEA or PUFOIMANCE OF THE IlZU WAS lATlNG 
CATEGORY NUHIIER 
A SPECIFIC X''=II':"C''''lD''''Z'"'N"'''T:--''''W'HICH DZHONSTlATES .ERrOIHANCE IN THIS AREA IS: _______________________________________ ___ 

mVIOtlS 1f££K '1\[5[NT If£EK 

: :I'::::::I::::::I:::::i::::::I:::::I::::~:+:::::i 5 •• •••••• •••••• •••••• •••••• •••••• • ..... ± ...... 
~ :: :::::: :::::: :::::: :::::: :::::: ::::::±:::::: z •• • •• _. •••••• • ••• - •••••• •••••• •••••• • ••••• 
1 - •••••• _.... •••••• •••••• •••••• •••••• • ••••• 

DOCUMENTATION OF .EIFOiMANCE AND COMKENTS: 

CAT. NO • 

1l1ITZ ART rUiTBER COMMZNTS ON .AIIATIVZ CONTINUATION FORH. 

TBZ METBOD(S) IY VRICH TBIS flAIIIZZ"S 'Zlr01MA~CZ liAS IVALOATED: 
1!P01T UV1EIl ___ _ 
IIDE-ALONG 
0.0.1. llVll1I ___ _ 
DAILY IUZ'IIlG ___ _ 
OTBII r.T.O.iI 

TIlAINEI':" 5 
IlGNATUl! 

4/1 0/116 

4 

lATER"S 
UGNATURZ 

lADUO TIlArl'lC 
PIILD VISITS 
COIlF!kINCZS 
lI-llEEKLY M!!TIIIGS ____ _ 
OTHER (EXPLAIN) 

REVIEWER"S 
SlGNATURE 

SOPZRVISOR'S IIEZK~Y IE PORT 

VIII - 15 



WEEKlY OBSERVATION RtPORT MO. __ 6 __ _ tol.l1.DER m.ICE D(PAATMENT 
SUPERVI~'S WEEKlY REPORT 

WILSON. A.P. 1010]1 10JG J 91 3} 0] 816J 
UUTIAL. t6T 'S LAST fW1E, FIRST INITIAL. "BlDG[ NO. DATt-

ING IICSTROCTlOflS: lite obr.erved behavior with reference to the scale below. ConYnent on WATCH tE 
the lOst and lelst sitisfactory ~trfor .. nce of the ~ek. Ccament on .ny behavior IOU wish. WORKED: 3 
but I spec1fft com.ent 11 required on In r.tings of -Z" 01" less and -6- tnd above. a.eck 
- •• 0.- iM)x 1f ftOt observed. Jf trainee fails to respond to tr.ining, cheek -M.I.T.- IIox no PHASE: II 
and c~nt. -

.OT ACCE~ABLE 
GATING SCAL£] 

IY FTO ~OGRAM ACCEPTABLE 
SUPER1~ IY 
no PROGRAM 

STAHDARDS STANDARDS UVEL 
~-.---)- 1 2 3 <.) 5 , 7 <------

ILl 1-

c:J 2-
[YJ 3-

8 c-

8s­
a 6-

Ij 7-

8 8-

1 

1 , 
, , 
1 
1 

1 , 
1 
1 

1 , 
9- 1 

10- 1 
11· 1 
12- 1 
13- 1 
u· , 
15- 1 
16- 1 
17- 1 

. 18- 1 
19- 1 
20- 1 
21- 1 
22- 1 
23- 1 
2'- 1 
25- ., 
26- 1 
27- 1 
28- , 

t3 29- 1 
lO- 1 
31- 1 

•. 0. '.R.T 
2 3 .. (i). 7 [ ] [ ] 

2 3 • 5 , 7 [ ...... ] [ J 
2 3(!)5 6 7[][] 

2 3 • 5 6 7 [v-] [ ] 
2 3 4 5 6 7 [v-] [ ] 

2 3 4 5 6 7 [v--] [ 1 
2 3 4 5 6 7 [~l [ ] 

2 3 • 5 6 7 [~[ 1 
2 3 • 5 6 7 [~l [ 1 

2 3 • 5 6 7 [v] r 1 
2 3 .. 5 6 7 r v] [ 1 

2 3 • 5 6 7 [ vl [ J 
2 3 • 5 6 7 [t-] [ ] 

2 3 @ 5 6 7 
2 3 • 5 6 7 

~ ~: : : ; 
2 <D. 5 6 7 
23(!)567 
2 3 C 567 
2 3 • 567 
23. 567 
2 3 4 567 
23.. 567 
23456 7 
2 3 .. ® 6 7 
2 3 4 5 , 7 
2 3 • 5 6 7 
2 3 • 567 
2 3 .56 7 

~ ~ ~.: : ~ 
2 3 ~ 5 , 7 

r ] [ 
[""'1 [ 
[ 1 [ 
[ ] [ 
[ 1 [ 
[ ] r 
[V'j [ 
[v--l [ 
['-'1 [ 
[~ [ 
[~ .[ 
[,,-l [ 
[ ] [ 
[v"l [ 
[v-] [ 
[~] [ 
[--l [ 
[ 1 [ 
[ 1 [ 
[ 1 [ 

] 
] 
] 
1 
1 
] 
1 
] 
] 
] 
] 
] 
1 
1 
1 
] 
] 
] 
] 
] 

23(!)567[ ][] 
2 3 4 5 6 7 [vl [ 1 
2 3 (!) 5 6 7 r [ [ ] 

PERCENT OF WATCH SPENT IN OBSERVING TRAlhEE 
2 3·- 4 10% 5% 

APPEARANCE 
1 &rNERAl APPEARANCE 

ATTITUDE 
• 2 ACCEPTANCE ~ FEEDBM:K - FTO/PROGRAM 
3 ATTITUDE TOWARD POLICE WORK 

KNOWLEDGE 
4 KNOWLEDGE ~ DEPARTMENT POLICIES AND PROCEDURES 

REFLECTED BY VERBAL/WRITTEN/SIMULATED TESTING 
~EFLECTED IN FIELD PERFORMANCE 

5 lNOWl..EWE ~ CRIMINAL STATlITES 
. REFLECTED BY VERBAL/WRITTEN/SIMULATED TESTING 

REFLECTED IN FJELD PERFORMANCE 
, KNOWLEDGE CF CITY ORDINANCES 

REFLECTED BY YERBAL/WRITTEH/SIMULATED TESTING 
REFLECTED IN FtELD PERFORMANCE 

7 KNOWl..EOG£ (f TRt.rFIC CODES 
REFLECTED !'.y YERBAL/WRITTEN/SI"IUL.ATED TESTING 
REF LECTEO IN F J £LD PERF ORMANCE 

e KNOWl..EOGE CF I:OOES CF CRIMIH~ PROC£DIRE 
REFLECTED BY VERBAL/WRITTEN/SIMU~ATED TESTING 
REFLECTED IN FIELD PERFORMANCE 

PERFORMANCE 
9 DRIVING ~ILL: NORMAL COHllITIONS 

10 DRIVING SKILL: MODERATE ~ll HIG~ STRESS CONOITIOh~ 
11 ORIENTATION/RESPONSE TIME TO CAlLS 
12 ROlITINE FOR~S: ACCUR~CY/COMPLETEHESS 

13 IE PORT WRITING: ORbANIZATION/OETAILS 
,. IEPORT WRITINb: ;RAMMAR/SPELLJNG/NEATNESS 
15 REPORT WRITING: APPROPRIATE TIME USED 
16 FJELD PERFORMANCE: ION-STRCSS CONDITIONS 
17 FIELD PERFORMANCE: STRESS CONDITIONS 
18 INVESTIGATIVE SKILL 
19 INTERVIEW/INTERROGATION SKILL 
ZO ·SELF·JNITIATED FIELD ACTIVITY 
21 (f'F ICER SAF£TY: GENERAL 
22 OFFICER SAfETY: SUSPECTS/SUS. PERS./PRISONERS 
23 CONTROL ~ ~FLICT: t'OlCE C()tIANO 
24 CONTROL (f' CONFLICT: PHYSICAL SKILL 
25 PROBLEM SOLYING/DECISION ~IN6 
Z6 IADIO: APPROPRIATE USE CF COOES/PROCEDURE 
27 lADIO: LISTENS AND COMPREHtNDS 
28 IADIO: MTICLl.ATION (f' 1'RAJ(SMISSJONS 
RELATIOfjSHIPS 
29 WITH CITIZENS IN GENERAL 
30 WITH £Till I C 5ROUPS OTHER THAN OWN 
11 WITH OTHER DtPAATMEKT ..:reERS 

___ TOTAL "INlITES Cf' 1E~g'.rJlAL I?.AUIJNS TJI€ nils !!lEEK (MOTE SPECIFIC R.EMtDIAL PLANS) 

R.T. 

CJ 

B 
B 
8 
B 
8 
I I 



THE MOST SATISFACTORY AREA OF PERFORMANCE OF THE WEEK WAS RATING CATEGORY .. 
NUMBER ?J • 
A SPEC:::-:I:-::F=-:I~C~-;I-:::N-=CIDENT WHICH DEMONSTRATES PERFORMANCE IN THIS AREA 
IS: Trainee Neander maintains ood officer safety while dealing with possible suspects, 

His stance is proper and he maintains safe distances, He does not lover do his 0 ~cer 
safety. vet I have not seen him drop his guard or endanger'his partner. 

7 
6 
5 
4 _: 
3 
2 
1 

PREVIOUS WEEK 'RESENT WEEK 

THE LEAST SATISFACTORY OF AREA OF PERFORMANCE OF THE WEEK WAS RATING 
CATEGORY NUMBER 11 
A SPECIFIC INCIDENT WHICH DEMONSTRATES PERFORMANCE IN THIS AREA 
IS: Trainee Neander was given a radio call to respond to the intersection of 12th and 

College. which is a well known location in the city. His response took nearly 10 minutes 
when it should have taken less than five minutes. I arrived before he did and had to (cont.) 

7 
6 
5 
4 
3 
2 
1 

PREVIOUS WEEK PRES Ern WEEK 

::=z:= ======= 

DOCUMENTATION OF PERFORMANCE AND COMMENTS: 

CAT. NO. 

11 (cont.) initiate contact with the parties involved. His F.T.O. will be 

12-15 

conducting remedial training in the necessary area. 

Trainee Neander has had some difficulty with his reports. Thev are improv­
ing but he still needs to make a concentrated effort to improve further. 
particularly in organization and completeness. 

WRITE ANY FURTHER COMMENTS ON NARRATIVE CONTINUATION FORM. 

THE METHOD(S) BY WHICH THIS TRAINEE'S PERFORMANCE WAS EVALUATED: 
REPORT REVIEW X RADIO TRAFFIC 
RIDE-ALONG ------------ FIELD VISITS 
D.O.R. REVIEW X CONFERENCES 
DAILY BRIEFING------------ BI-WEEKLY MEETINGS 
OTHER F.T.O.B OTHER (EXPLAIN) 

TRAINEE'S 
SIGNATURE 

RATER'S 
SIGNATURE 

Lo/lf1/fH.. 

x 

VIEWER'S 
SIGNATURE 5'0 



IOULDER Ptl.JCE DEPARTMENT WEEKLY OBSERVATION REPORT NO. 
$UPERVISQRIS WEEKLY REPORT 

I~ I I IJ . I I I I ]1 I I I I I I 
_NEE IS LAST MAKE, FIRST INITIAl. BADGE NO. 'fGTis LAST IWIE, FIRST INITIAl. BADGE NO. DATE 

RATING INSTRUCTIONS: Rate observed behavior with referenc! to the scale below. Comment on WATCH 

B the .ast and least satlsfactorl perforMAnce of the .eek. Comment on any behavior you wish, WORKED: 
but a specific comment is rtqulred on all ratings of -2· or less and -6- and above. Check 
- •• 0.- bol if not observed. If trainee fans to respond to training, check -N.R.T.- box FTO PHASE: 
and COCIIM!nt. 

LRATING SCALE I -
.OT ACCEP.TABLE - SUPERIOR BY PERCENT OF WATCH SPENT IN OBSERVIhG TRAIh£E 
IY FTO ~OGRAM ACCEPTABLE no PROGRAM T 12 13 . 

14 -
STANDARDS LEVEL STANDAADS 
---_ .. )- 1 2 3 <4> 5 6 7 (------

•• 0. ".R.T APPEAAAN:E R.T. 
C] 1- 1 2 3 " 5 6 7 [ ] [ ] 1 GENERAl APPEARANCE CJ 

ATTITUDE 

B 2- 1 2 3 .. 5 6 7 [ ] [ J 2 ACCEPTANCE (J' FEEDBACK - FTO/PROGRAM B 3- 1 2 3 4 5 6 7 [ J [ ] 3 ATTITUDE TOWARD POLICE WORK 
KNOWLEDGE 

4 KNOW~EDGE Of DEPARTMENT POLICIES ANO PROCEDUR~S 

B 4- 1 2 :3 if 5 6 7 [ J [ ] REFLECTED BY VERBAL/WRITTEN/SIMULATED TESTING B 1 2 3 4 5 6 7 [ ] [ ] REFLECTED IN FJELD PERFORMANCE 
5 KNOW~EDGE (J' CRIMINAL STATUTES 

B 5- 1 2 3 .. 5 6 7 [ J [ J . REFLECTED BY VERBAL/WRITTEN/SIMULATED TESTING B 1 2 3 4 5 6 7 [ ] [ ] REFLECTED IN FIELD PERFORMANCE 
6 KNOWLEDGE Cf CITY ORDINANCES 

B 6- 1 2 3 4 5 6 7 [ J [ J REFLECTED BY VERBAL/WRITTEN/SIMULATED TESTING B 1 2 3 4 5 6 7 [ J [ J REFLECTED IN FIELD PERFORMANCE 
7 KNOWLEDGE Of TRAFF IC CODES 

tE 7- 2 3 4 5 6 7 [ J [ J REFLECTED SY VERBAL/WRITTEN/SIMULATED TESTING B 2 3 4 5 6 7 [ J [ J REFLECTED IN FIELD PERFORMANCE 
8 KNOWLEDGE" (J' CODES (f CRIMINAL PROCEDURE 

0 8- 1 2 3 4 5 6 7 [ J [ J REFLECTED BY VERBAL/WRITTEN/SIMU~ATED TESTING CJ 
1 2 3 • 5 6 7 [ J [ J REFLECTED IN FIELD PERFORMAN:E LJ 

PERF ORAANCE 
9- 1 2 3 4 5 6 7 [ J [ J 51 DRIVING SKILL: NORMAL CONDITIONS CJ 

10- 1 2 3 4 5 6 7 [ J [ ] 10 DRIVING SKILL: MODERATE AND HIGH STRESS COHDnIOI\S 
11- 1 2 3 , 5 6 7 [ J [ ] 11 ORIENTATION/RESPONSE TIME TO CALLS 
12- 1 2 3 4 5 6 7 [ J [ J 12 ROUTINE F~MS: ACCURACY/COMPLETENESS 
13- 1 2 3 4 5 6 7 [ J [ J 13 REPORT ~ITING: ORGANIZATION/DETAILS 
14- 1 2 3 4 5 6 7 [ J [ ] '4 REPORT WRITING: GRAMMAR/SPELLING/NEATNESS 
15- 1 2 3 4 5 6 7 [ J [ J 15 REPORT ~ITING: APPROPRIATE TIME USED 
16- 1 2 3 4 5 6 7 [ ] [ ] 16 FIELD PERFORMANCE: NON-STRESS CONDITJONS 
17- 1 2 3 4 5 6 i [ ] [ J 17 FIELD PERFORMANCE: STRESS CONDITIONS 
18- 1 2 3 4 5 6 7 [ ] [ ] 18 INVESTI~TIVE SKILL 
19- 1 2 . 3 .- 5 6 7 [ ] [ ] 19 INTERVIEW/INTERROGATION SKILL 
20- 1 2 3 4 5 6 7 [ J [ ] 20 'SELF-INITlATED FIELD ACTIVITY 
21- 1 2 3 " 5 6 7 [ ] [ ] 21 O:F ICER SAFrTY: C£NERAL 
22- 1 2 3 4 5 6 7 [ J [ J 22 OFF J CER SAF ETY: SUSPECTS/SUS. PERS./PRISONERS 
23- 1 2 3 4 5 6 7 [ 1 [ ] 23 CONTROL ~ CONFLICT: YOICE COI't'IAND 
24- 1 2 3 4 5 6 7 [ 1 [ J 24 CONTROL (J' CONFLICT: PHYSICAL SKILL 
25- .1 2 3 4 5 6 7 [ J [ ] 25 'ROBLEM SOLVING/DECISION ~ING 
26- , 2 3 4 .5 6 7 [ ] [ ] 26 RADIO: APPROPRIATE USE Of COOES/PROCEDURE 
27- 1 2 3 4 5 6 7 [ 1 [ J 27 RADIO: LISTENS AND COMPREKENDS 
28- 1 2 3 " 5 6 7 [ ] [ ] 28 RADIO: ARTICULATION OF TRANSMISSIONS 

ItELATI ONSHI PS 

§ t§ 29- 1 2 3 4 5 6 7 [ ] [ ] 29 WITH CITIZENS IN &ENERAL 
30- 1 2 3 , 5 6 7 [ J [ ] 30 WITH rTHNIC &ROUPS OTHER THAN OWN 
31- , 2 3 ~ 5 5 7 [ [ [ 1 31 WJTH OTHER DEPARTMENT MEMBERS 

TOTAl. MINUTES Of lEJI£DIAl.. TRAINING TIME: 'fltIS WEEK (NOTE SPEC IF Ie REMEDI AL PLANS) 

CSI 



THE MOST SATISFACTORY AREA OF PERFORMANCE OF THE WEEK WAS RATING CATEGORY 
NUMBER 
A SPECIFIC INCIDENT WHICH DEMONSTRATES PERFORMANCE IN THIS AREA e 15: ______________________________________________________________________ __ 

PREVIOUS WEEK PRESENT WEEK 

i ~~~:~~~~~~i:~~~~~~~l~~~~~~=l~~~~~~t:~~~~~~t:~~~~~~l-~~~~~~~: 
3 -- ------- ------ ------ ------ ------- ------- -------
2 -- ------- ------ ------ ------ ------ ------ ------
1 -- ------- ------ ------ ------ ------ ------ -------

THE LEAST SATISFACTORY OF AREA OF PERFORMANCE OF THE WEEK WAS RATING 
CATEGORY NUMBER 
A SPECIFIC I":'::N-=C-=-I-=-D-=E":":"N-=T---=-WHICH DEMONSTRATES PERFORMANCE IN THIS AREA 
IS: ------------------------------------------------------------------------

PREVIOUS WEEK PRESENT WEEK 

~ --i------l------~------i---~·--l------~------~------~ ~ :; :;;:;:: :::::::= ::::::-~;::::; ::::::: =:::::: -::::::= 
3 -- ------- ------ ------ ------ ------_ -______ _ _____ _ 
2 -- ------- ------ ------ ------ ------- ------ -____ _ 
1 -- ------- ------ ------ ------ ------ -_____ _ _____ _ 

DOCUMENTATION OF PERFORMANCE AND COMMENTS: 

CAT. NO. 

WRITE ANY FURTHER COMMENTS ON NARRATIVE CONTINUATION FORM. 

THE METHOD(S) BY WHICH THIS TRAINEE'S 
REPORT REVIEW 

PERFORMANCE WAS EVALUATED: 

RIDE-ALONG 
D.O.R. REVIEW 
DAILY BRIEFING----------

RADIO TRAFFIC 
FIELD VISITS 
CONFERENCES 
BI-WEEKLY MEETINGS 
OTHER (EXPLAIN) OTHER F.T.O.s 

TRAINEE'S 
SIGNATURE 

4/10/86 

RATER'S 
SIGNATURE 

SUPERVISOR'S WEEKLY REPORT 

REVIEWER'S 
SIGNATURE 5' L 



SUPERVISORY PROCEDURES 

The role of the supervisor is one of paramount importance to the 
success of a Fi~ld Training and Evaluation Program. Without the 
support and involvement of each supervisor, the program will 
undoubtedly suffer and program related problems will be 
magnified. This section covers some of the more important 
aspects of supervisory responsibility. 

While the duties and responsibilities of a supervisor in the 
Field Training and Evaluation Program have been covered in an 
earlier chapter, here we reinforce the responsibility of each 
supervisor to monitor the training of every trainee assigned to 
his or her watch and to assist the F.T.O.s in accomplishing their 
goals. F.T.O.s have a very difficult job, but a job made easier 
with proper supervision. The Program Commander's 
responsibilities are more easily and efficiently met with the 
help of the Field Training Sergeants. 

Liaison Functions 

One of the major problems that F.T.O.s experience is resistance 
or interference by non-F.T.D. supervisors. These responses 
usually stem from a lack of understanding of the program or its 
goals by non-F.T.D. personnel. They have not received the 
training afforded F.T.D.s and do not understand why we do some of 
the things we do. It is the watch Field Training Sergeant's 
responsibility to deal with this lack of understanding. He or 
she must be aware of existing as well as potential problems and 
take action without prompting. If an F.T.D. voices his or her 
concern that a non-F.T.D. sergeant is interfering with the 
training process, the Field Training Sergeant must look into the 
matter to determine what is happening. 

Keep in mind that patrol functions normally take priority over 
training and there may be circumstances where Field Training and 
Evaluation Program procedures should not be adhered to. The 
FeT.D. and trainee should be given an explanation as to why 
procedures were changed and a return to normal should occur as 
soon as possible. 

Timeliness in the Report Process 

It is impor~ant that all DDRs be completed each day and that they 
are numbered properly. All other reports have similar time 
constraints. The Field Training Sergeant must see to it that 
these reports are turned in on time and that none are missing. 

Field Training Sergeants must also ensure the completeness and 
correctness of all reports. This takes some time and effort but 
is absolutely necessary to the program's success. 

S3 



It is recommended that each Field Training Sergeant design some 
method for DaR accountability. This means practicing Time 
Management. By using such a system, one that fits each 
sergeant's particular schedule of responsibilities, the sergeant 
will be able to perform his or her training duties as well as 
their regular patrol supervisor duties efficiently. 

Field Training Officer Evaluations 

A form has been devised for evaluation of the F.T.O.s by their 
trainees. This form or some other means may be used by the Field 
Training Sergeant to evaluate the F.T.O. What is important is 
that each F.T.O. is monitored and evaluated by a Field Training 
Sergeant. 

The F.T.O.s have a need to know how 
Additionally, the Program Commander must be 
performance of all F.T.O.s in the program. 

they are 
apprised 

doing. 
of the 

Various methods may be used to monitor the performance of an 
F.T.O., some of which are listed below. 

1. Observing behavior at briefings. 
2. Observing field performance on calls. 
3. Observing simulat~d exercises. 
4. Reviewing all F.T.O. i~itiated reports. 
5. Discussion with trainees. 
6. Discussion with other F.T.O.s. 
7. Discussion with other Field Training Sergeants. 
8. Observing and listening to input at evaluation sessions. 
9. Monitoring assignment due dates. 

10. Observing teaching styles (in-service and academy). 
11. Discussing Field Training and Evaluation Program 

procedures and philosophies in formal and informal 
settings. 

Meetings 

Bi-weekly evaluation sessions are integral to the program, but to 
be effective they must be well structured and properly moderated. 
Normally, moderation of the sessions will be conducted by the 
Program Commander, however, there will be times that the 
sergeants will be assigned this duty. It is important for the 
sergeant to understand how such a meeting is conducted. The 
information exchanged at these meetings is vitally important to 
program effectiveness. 

The ev"alua t i on ses s io n pro ces s requi re s t ha t : 

1. The meeting be always directed towards the program's 
goa Is. Th i sis not a tim e for rum 0 rs 0 r de r 0 gat 0 r y 
statements about the trainees. Whoever is chairing the 



session must remain in complete control at all times. 
While conversation will stray from topic to topic as 
different issues are addressed, the moderator must 
insure the topics discussed are relevant and timely. If 
they are not, then discussion must be guided in its 
intended direction. The purpose of these meetings is to 
discuss the progress of all trainees and attempt to 
resolve any problems the F.T.O. may be having with 
training and/or evaluation. 

2. The meeting should begin or end with administrative 
matters needing discussion. This may be a useful time 
to cover new procedures or to present a 15 or 20 minute 
training session. Quite often F.T.O.s will want to 
discuss topics' relating to departmental problems. 
Discretion should be used in allocating time to these 
discussions. The distinct difference between "bitch" or 
"bull" sessions and meaningful, productive discussion 
must be recognized. A good rule to establish from the 
beginning is that no topic will be discussed unless it 
can be resolved by the members present or is truly 
relevant to the program goals. If it does not meet 
these criteria, it is probably an "academic" issue. 

3. The next item on the agenda should 
trainee performance. Th~s is 
accomplished by the following order: 

be discussion of 
m9st effectively 

a. Discussion about those trainees experiencing other 
than normal or usual problems. 

b. Discussion about those trainees who might be 
considered as having only a few problems. 

c. Discussion about those trainees performing at, or 
beyond, the expected or anticipated level for the 
phase they are in. 

The reason behind this is that those with problems take 
most of the avai~able time and it is primarily important 
that we fully discuss their strengths, weaknesses and 
remedial strategies. A discussion of the exceptional 
employee or the employee performing at the 
"satisfactory" level is obviously not as crucial. 

4. The discussion of a trainee's performance should proceed 
along the following format: 

a. Strengths 
b. Weaknesses 
c. Remedial Efforts 
d. Recommendations 

The various strengths and weaknesses are discussed, with 
ample documentation of representative incidents 
provided. Remedial efforts will be covered to include 



1) what they were, 2) what they were supposed to 
correct, and 3) what their success was. Recommendation 
of further remedial efforts will be made/solicited as 
well as suggestions about the trainee's advancement or 
extension in the program. 

5. Each trainee's Checklist will be brought to the meeting 
by his or her F.T.O. This Checklist will be discussed 
in terms of the progress relative to the week in 
question. It may also be used to demonstrate weaknesses 
in the trainee's performance. 

6. Th~ wrap-up of the meeting should include a brief 
summary of any actions or recommendations that need 
follow-up, who is responsible for the follow-up and a 
due date for accomplishing same. 

7. Things to avoid at a meeting: 

a. Turning it into a complaint session. 
b. Discussing trainee personality traits. 
c. Spreading rumors. It may be important, however, to 

explain or control rumors. 
d. Allowing an F.T.O. to discuss his or her actions 

rather than the trainee's unless pertinent to the 
recruit's behavior or center on what atl F.T.O. has 
done to remediate a problem. 

If these procedural guidelines 
evaluation sessions will continue 
Keeping these guidelines in mind 
fairness and objectivity. 

Behav~or Modification 

are followed, the bi-weekly 
to be an extremely useful tool. 
will assist us in maintaining 

Training is actually a method used to modify behavior. The Field 
Training Sergeant should be aware of this and guide the training 
efforts towards the accomplishment of this goal. Behavior 
Modification is a strategy that every supervisor (and F.T.O.) 
should be aware of and use. 

The two foundation principles of behavior modification are: 1) 
as human beings, we tend to repeat the things for which we are 
rewarded; 2) as human beings, we tend to avoid those things for 
which we are punished. Therefore, when we see an act that we 
deem proper, and would like to see it repeated, we should reward 
that person. If we ignore the action, then the likelihood of it 
being repeated again becomes a matter of chance. This fact must 
be reinforced by the Field Training Sergeant with his or her 
F.T.O.s. The reward does not have to be an obvious one either. 
A comment on the DOR or a verbal recognition may be all that is 
needed. Social reinforcement is a powerful tool! 



unacceptable, that behavior should 
be punished. Chances are that the 
as tacit approval and commit the act 

about the nature of the act followed 
DOR suffices as punishment in most 

If behavior occurs which is 
not be ignored, but should 
person may perceive silence 
again. A negative comment 
by reference to it in the 
instances. 

When delivering reward or punishment, the following must be 
remembered: 

1 • The reward or punishment 
be effective. This may 
should try to adhere 
possible. 

must be immediate if it is to 
not always be possible but we 
to this principle whenever 

2. The reward or punishment must be consistent. 
accusations of unfair practices could occur, 
important, the trainee may not understand the 
importance of the act. 

If not, 
but more 
relative 

3. The reward or punishment must fit the behavior. Do not 
overreact to a minor failure, nor should a major success 
be treated with a minimal response. 

Maintaining Program Integrity 

The sup.ervisor in the Field Training and Evaluation Program, as 
in the total organization, is a key figure. A substantial amount 
of the enthusiasm and dedication an F.T.C. will have for the 
training program will depend on his or her relationship with the 
Field Training Sergeant. The sergeant must be professional and 
fair at all times. The F.T.C. must be able to depend on the 
sergeant for support. The F.T.O. must also be able to depend on 
the sergeant"'s availability and the completion of supervisory 
staffwork on time. This means a great deal to the training 
officer. F.T.O.s need constant reassurance and support. This is 
one of the more important roles a sergeant will undertake. 

The Program Commander cannot maintain 
The Field Training Sergeant must help. 
he helps are: 

program integrity alone. 
Some of the ways in which 

1. Making contact with F.T.C.s and trainees at least once 
per shift. 

2. Reviewing evaluations immediately or within one day of 
receipt. 

3. Following up on F.T.O. requests in a timely manner. 

4. Keeping F.T.E.P. files orderly. 

'57 



5. Critiquing F.T.O. performance and making suggestions for 
improvement. 

6 • Ke e pin gall in for mat ion con f ide n t i a 1 an d pre v e n tin g i t 
from falling into unauthorized hands. 

7. Avoiding negative comments about trainees or other 
department personnel. 

8. Taking your responsibility as a Field Training Sergeant 
seriously. 

While the above list is not exhaustive, it does cover a range of 
mistakes, most commonly made by Field Training Sergeants. 
Remember, total program integrity can only be accomplished if all 
supervisors will ASSUME AN AGGRESSIVE ROLE IN THE PROGRAM AND 
REMAIN PROFESSIONAL. 



FIELD TRAINING AND EVALUATION PROGRAM 

THE SUPERVISOR'S ROLE - AN OUTLINE 

The Supervisor of FTOs and their trainees plays a vital role 
in the Field Training and Evaluation Program. Followin9 his 
training he assists in the attainment of program goals by: 

1. Becoming and remaining familiar with the manuals. 

2. Completing the weekly Supervisor's Rating Form. 

3. Moniterin9 FTO/Trainee performance through; 
A. Periodic report review 
B. Listeninq to radio traffic 
C. Ride-A-Longs 
D. Field visits 
E. Review of Daily Observation Reports 
F. Weekly conferences with trainee 
G. Observing trainee's attendance and participation 

at daily briefings 

4. Attending bi-weekly evaluation sessions 

5. Making suggestions for remedial training and by 
monitering in-progress remedial ~lans 

6. Frequent contact with FTOs 

7. Communicating problems to FTEP staff 

8. Assianinq trainee to a cross-section of tasks and 
beats -

9. Maintaining security of files and confidentiality 
of trainee's performance and progress 

10. Protecting and promoting the program 

11. Outwardly supporting FTO and reserving criticism 
to instances ou~ of earshot of the trainee 

12. Acting as a Role Model by: 
A. Maintaining a good personal appearance 
B. Following departmental policy and procedures 
C. Having a positive attitude toward the FTO, 

Trainee, Program, Job and Department 

13. Developing opinion re: the need to terminate or 
holdover. 



TRAINEE PERFORMANCE/REMEDIAL TRAINING CHART 

This Chart is completed as each DOR is turned in for a particular 
trainee. This form is completed by Program Sergeants and is a 
useful management tool in determining trends and overall 
progress. 

1. The last name of the F.T.O. 
2. Ratings are transferred from the data collection column 

on the DOR to these corresponding columns. 

All improvement needed categories are highlighted in yellow and 
all N.R.T.s are circled in red. A trainee's progress, or lack of 
progress, can easily be seen by simply scanning the chart. 
Rating trends of F.T.O.s can be just as easily spotted. F.T.O.s 
who are consistently rating lower or higher than the others can 
be compared to their counterparts to assist supervisors in iden­
tifying non-standardized evaluating techniques. 

The reverse side of the chart is used to record remedial training 
time. All time will be recorded as total minutes and correspond 
to the proper DOR number. 
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PERFORMANCE CHAR,T 

r=FORMANCE CHART 

N~J21~ I I ! ! I I I I I I I I ! I; I I I ! ! 161 
TRAINEE .. Ddily ,)Li:.crval jun Repurt 2 3 5 7 4 b A 9 10 II 13 14 15 

N'PURAACE 
~ N"[AIAIICE [ I I CJ I I I I I I I I I I I I I I I 
ATTIT~E 

E I I ~PT~IICE or FEtDlAtI( - nO/PIIO(MII I I I 1 I I I B I 1-1 I I I I I l ATTIT~( TOIIMO POLlet IIlU 
lIlOWlEOC[ 
~ED'E or D£'AlMMT POLICI[S AlII) ,.,CEDUIIES 

FI21 l I I lmmto n mlAl.MITTU/SllU.AUD TlSTIIlii I 1 1 I I I I I I I 1 1 I I alFL[CTEO 'II fIELD PUFDlMIIC[ 
I IIlOIUDf.t or calMl1IAL SlATIITU s= I [J UFUt.TED If WElIAI.MITTU/SIIU.AT£O TISTlIIIi I I I I I a: I I ::1 I I I I I IlFLEtTED II FllLO 'UFOI!IWICE , DOIUoe, 01 elTT OIIIIIIAItCES 

E I F UfLlCT[O IT V£IWI./WIlITTU/SIIU.ATtD TlSTIIIIi I I I I I I I I I I 3 I I I 1 1 UFL£CT£O II FllLD PU'OIIWIC[ 
7 lIIOILEDIO[ or TWFIC COOlS 

t UFLEC'IEO I' WElIAI./WIlITTEII/SllU.ATtD TlSTIIIfi I I I 0 I I I I I I I I I I I I I IEMmD II FllLD PU'OI!IWICE 

• lIIO~tDlOE or talES or calMl1IAL PIllCtlU£ 

I .tFLEmo If WtRlAl./llllnEII/SIlU.ATtD TISTlIIfi I I I 1 I I I I I I I I I I I I I l UFLtCl'tD II FllLD PElFOIIWIC£ 
'ElFOIII\AIICE ; 

• DIlIYIIIIi SlIU: Ia!W. alIIllTIOllS 
10 DIlIVI'" SIIU: atlATE NfJ Hl"i STII:SS alIIllTlOllS 
11 DIlIEIflATlOil/IESX)IIS[ TIll l\l '=AUS 
U 1IOIIT11I/: FOllIS: ACC~'IC"LmIllSS 
13 UPOlT !lalllllli: 0lUII1ZATlOll/D£TAILS 
It U\'OO !lalTlllfi: IIlNNA/SPlLLlllfi/lllATlI[SS 
11 UPOlT !la1Tl1lli. ",WA!ATt TIll USED 
" FlUO 'ElrDlMJltt: "·Slam CllIIDITIOIIS 
17 FllLD ,UFDIllWlCh mESS COIIIITIOIS 
,. IlIVtsTlr.ATlVE SlIU 
" IIITUVI[wllmIlOr.ATlOII SlIU 
10 KL'-IIIITIAUD FllLO AC'tmn 
rr ormn WETU RIERA&. 
t2 orrlcu WEn: susrfC'lS/SUS. ,ru.".ISOII£15 
" COIITlOI. or tnIIFL IC'I: WIll et CMWIII 
Ie COIITIOl. or tnIIFLIC'I: PIfISICAI. SlIU 
H PlIO_WI SIUllt'4/D£CISIOII INIIIfi 
N IADIO: "'lCIAIAT£ USE or taltSMOCI:D4.II 
Z7 IADIO: LlSTtlS NfJ COWltHtIlDS 
J'l IADIO: AlTIClUTlOII 01 TWSIUSSIOIS 
IELATlOIISlmS . 
H WITH CITIUMS 'I .. EIAL I: I I I I 1 I I I I I I I I ~ 1= I I I I 310 WITH tTlIIlt ~S OTltU TIIAII 0lIl 
11 lilT" OTHO. tt'AlTIIIT "*15 
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REMEDIAL TRAINING CHART 

REMEDJ:AL TRAJ:NJ:NG 
J: I ~I I I I II I I I II I I I II I I I TRAINEE 

- f V 0 e or um er: -
""EMMCE C CJ I ~~[MAIICE I I I I I I I I I I I I I I I i 
ATTITUOE 

f TiCt[PTAIIC[ r6 FEEDlAtK • nDlPltOGMII I I I I I I I I I 0 I I I I I I +-l ) ATTITUDE TOIIAAO roI.IC[ 10K 
KIIOWI.Eo('[ 
Tiiiit.[DCE Of DtPAATMlIIT roI.lCItS NIl) 'RaCEMES 

E I I. I UFlECTED .., mlAL/llRITTEM/SIIU.ATtD TIm", I I I I I I I i I I I I I I I .[flECTED 1_ fiELD PElF~",,"CE 
I lllOlUDCt Of CllllllIAI. stATIITES 

ImECTEtI If vtRlAL/kJllntM/SI .... mo TIstl'" s= I 1.:::1 I I I I I I I I I I I I I I UFltCTEtI I. FJ[l.D pmOlltWlCE , lllOlUDCL r6 CITl DR1lIMAilCES 

f I I I I D. I I I i I I I I I I I I IE\llECT[D If .tl.~/~ITlE./SI .... ATEtI TIstl", 
IEIUCTED II FJELD ,mOMiAllCE , 

7 OOII.lDCL r6 'IlA1r1C CDOt:S 
UFLlCTEO If mlAL/~ITTE./SIIU.AT[O TIm", t I I I I I I I I I f I I I =1 I I I I I UFl [CTEO I. FJELD PEIFOAlIAMtE 

• lllOlI.tlCl r6 coon Of C""IM~ ,.OCEDUII[ 

i I R[fLECTED If n.IAL/llRITTE_/SI .... ATtD TISTI'" I I I EI I I I I I I I I I I I I I. I[fLE\:TEtI I. fiELD HRFOIIWICE 
PUFI)IIIIAIICE 
• omlllG ~llL: IIOIIIW. ClJl)lT\OIIS 

ID ~1.IIIG ~1t\lL: QUAT[ NID "11;11 STUSS COIIDITIOIIS 
II ~IEIITAn.:)II/IE$P()IIS[ TIll[ TO CAUS 
Il IIOUTI_t F\',MS: ACCIMACf/COIf'LnE_tSS 
u U'~T .. tTl",: ~;AIIIZATIOII/onAllS 
14 .[P~T "ITI"': caNtIAA/$PELLI""_EA'IlItSS .-
n U~T "111"': ~A~.IArt TIll[ USlD 
" FIELD ,urOjUWlCE: lOII·mESS COIIOITIOIIS 
17 FIELD 'lAF,*",,"Ct: STllSS CI)II1)ITIOIIS 
I. InESTI~Tly[ SKill 
It IIITUmw/lnt"DliATlOII SKILL 
20 SlLF·lmIATtD fiELD ACTUITf 
II OfFICER wn,: KlItlAL 
U r6F1CER WETY: SUSPECTS/SUS. PW.ntISOllEIS 
21 toImDl. r6 COIIFLICT: 'IOIC£ CIlItIAIIO 
!4 toImDl. 01 COIIFLlCT: PII'ISICIL SKILL 
H ,.OIl.EII SOUI""DICISIOII INI'" 
H WID: ",'IOPIIAT[ US( Of COOESmlOCEQlME 
11 Wlo: LlstUS NfJ CMUHEIDS 
ZI WID: HlTlCIUTlOII r6 TlMSIIISSltwlS 
ItLATIOIISHI'S 

1 

. 
It WITH tlTmlS I. !ltlEIAL R I I I I I I I §I I I 3 I I I I I )0 lilT" ["""It Ga~S OTHU THAll 0IIII 
)I IIITH OTllE_ D('MlI1EMt IlEIliEAS 
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SAMPLE PACKET 

The forms and the material contained thereon, found on the 
following pages, a provided to serve as samples of Daily Observa­
tion Reports and Supervisory Observation Reports. 

The names, dates and agency originating the information are 
ficticious but the information contained on each report is a true 
copy of an actual D.O.R. or S.O.R. 

The reader should review these forms as a preparation for 
the narrative writing exercise which is part of most Field Trainin9 
and Evaluation Program seminars. 

Examine the writings for the following: 

1. Continuity between the narrative comments and the 
scores recorded on the seve~-point rating scale. 

2. Detail of documentation versus generalities 

3. The use of quantification where appropriate 

4. Remedial suggestions, either stated as a formal 
plan or implicit in the narrative comments. 

Some of these will be commented on in the class and the student 
participant should familiarize him/herself with these documents. 



BOULDER POLICE DEPARTMENT DAILY OBSERVATION REPORT NO. l q ----=----

Q 1Z.o ~ t I I I ~ I \ II 0 I 31 c \1 \ 8 It I 
FTO'S LAST NAME, FIRST INITIAL BADGE NO. DAT,E 

RATING INSTRUCTIONS: Rate observed behavior with reference to the scale below. Comment on WATCH EE 
the most and least satisfactory performance of the day. Comment on any behavior you wish, WORKED: 2-
but a specific comment is required on all ratings of -2" or less and "6" and above. Check 
-N.O." box if not observed. If trainee fails to respond to training, check "N.R.T." box FTO PHASE: Z. 
and comment. 

NOT ACCEPTABLE 
BY flO PROGRAM 

STANDARDS 

RATING SC@ 

ACCEPTABLE 
LEVEL 

------> 1 2 3 <4> 5 6 

CJ 

B 
1-

2-
3-

9-
lO­
ll-
12-
13-
14-
15-
16-
17-
18-
19-
20-
21-
22-
23-
24-
25-
26-
27-
28-

29-
30-
31-

1 
1 

1 
1 

1 
1 

1 
1 

1 
1 

2 

2 
2 

2 
2 

2 
2 

2 
2 

3 4 CD 6 

3 4 ~ 6 
3 (3) 5 6 

3 CD 5 
345 

6 
6 

6 
6 

6 
6 

234(5)6 
2 CD 4 5 6 

2 
2 

6 
6 

1 2 3 <D 5 6 
1 234 5 6 
1 2 (3) 4 5 6 
1 2 Y<D 5 6 
, 2 3 4 (5) 6 
1 2 3 CDs 6 
1 CD 3 4 5 6 
1 2 3 CD 5 6 
, 2 Q) 4 5 6 
1 2QJJ...5 6 
123(.1)56 

l1!$! 
1 2 3 ~ 5 

~ ~ 'P~4 ~ 
1 2 3 4 5 
1 2 3 4 5 

6 
6 
6 
6 
6 
6 
6 
6 
6 

1 
1 
1 

2 
2 
2 

; fB ~ : 
3 4 (!)6 

SUPERIOR BY 
FTO PROGRAM 

STANDARDS 
7 <------

N.O. N.R.T 
7 [ J [ J 

7 [ ] [ J 
7 [ J [ J 

7 [ ] [ J 
7 [ J [ J 

7 [ ] [ ] 
7 [ ] [ J 

7 [ ] [ ] 
7 r::><J [ ] 

7 [ ] [ ] 
7 [ ] [ ] 

7 [ ] [ ] 
7r><J,[ ] 

7 [ J [ ] 
7 ~ [ ] 
7 [ ] [ ] 
7 [ ] [ ] 
7 [ ] [ ] 
7 [ ] [ ] 
7 [ ] [ ] 
7 [ ] [ ] 
7 [ ] [ ] 
7 [ ] [ ] 
7 [ ] [ ] 
7 [ ] [ ] 
7 [ ] ( ] 
7 l 'J [ ] 
7 [ ] [ ] 
7 [ ] [ ] 
7 [ ] [ ] 
7 [ ] [ ] 
7 [ ] [ ] 
7 [ ] [ ] 

7 [ ] [ ] 
7 [ ] [ ] 
7 [ ] [ ] 

APPEARANCE 

ASSIGNMENT OR REASON FOR NO EVALUATlOr, 

~EAT II 

1 GENERAL APPEARANCE 
ATTITUDE 

2 ACCEPTANCE OF FEEDBACK - FTO/PROGRAM 
3 ATTITUDE TOWARD POLICE WORK 

KNOWLEDGE 
4 KNOWLEDGE OF DEPARTMENT POLICIES AND PROCEDURES 

REFLECTED BY VERBAL/WRITTEN/SIMULATED TESTING 
REFLECTED IN FIELD PERFORMANCE 

5 KNOWLEDGE OF CRIMINAL STATUTES 
REFLECTED BY VERBAL/WRITTEN/SIMULATED TESTING 
REFLECTED IN FIELD PEkFORMANCE 

6 KNOWlEDGE OF CITY ORDINANCES 
REFLECTED BY VERBAL/WRITTEN/SIMULATED TESTING 
REFLECTED IN FIELD PERFORMANCE 

7 KNOWLEDGE OF TRAFFIC CODES 
REFLECTED BY VERBAL/WRITTEN/SIMULATED TESTING 
REFLECTED IN FIELD PERFORMANCE 

8 KNOWLEDGE OF CODES OF CRIMINAL PROCEDURE 
REFLECTED BY VERBAL/WRITTEN/SIMULATED TESTING 
REFLECTED IN FIELD PERFORMANCE 

PERFORMANCE 
9 DRIVING SKILL: NORMAL CONDITIONS 

10 DRIVING SKILL: MODERATE AND HIGH STRESS CONDITIONS 
11 ORIENTATION/RESPONSE TIME TO CALLS 
12 ROUTINE FORMS: ACCURACY/COMPLETENESS 
13 REPORT WRITING: ORGANIZATION/DETAILS 
14 REPORT WRITING: GRAMMAR/SPELLING/NEATNESS 
15 REPORT WRITING: APPROPRIATE TIME USED 
16 FIELD PERFORMANCF.: NON-STRESS CONDITIONS 
17 FIELD PERFORMANCE: STRESS CONDITIONS 
18 INVESTIGATIVE SKILL 
19 INTERVIEW/IN1ERROGATION SKILL 
20 SELF-INITIATED FIELD ACTIVITY 
21 OFFICER SAFETY: GENERAL 
22 OFFICER SAFETY: SUSPECTS/SUS. PERS./PRISONERS 
23 CONTROL OF CONFLICT: VOICE COMMAND 
24 CONTROL OF CONFLICT: PHYSICAL SKILL 
25 PROBLEM SOLVING/DECISION MAKING 
26 RADIO: APPROPRIATE USE OF CODES/PROCEDURE 
27 RADIO: LISTENS AND COMPREHENDS 
28 RADIO: ARTICULATION OF TRANSMISSIONS 
RELATI ONSHIPS 
29 WITH CITIZENS IN GENERAL 
30 WITH ETHNIC GROUPS OTHER THAN OWN 
31 WITH OTHER DEPARTMENT MEMBERS 

_1~~ __ MINUTES OF REMEDIAL TRAINING TIME (EXPLAIN REMEDIAL PLANS) 

R,T. 
C] 

B 

30 

2D 



THE MOST SATISFACTORY AREA OF PERFORMANCE TODAY WAS RATING CATEGORY NUMBER _..;.1....,:2.=-__ 

A SPECIFIC INCIDENT WHICH DEp.()NSTRATES TODAY'S PERFORMANCE IN THIS AREA IS: ::ro ~ w R..o'T1E. ~ n Q..~t:T 
Ot-J TI-\-E. Nt:..W ~O~s: A~~ \T wA.~ c....cN\.~lt.i""E \=f"()M.. \D~ l"O 

"t D 1+(') M _ '"'f1:4 \ S l S "'i"l-4E P RD ~ ~ b U n:..lt:. 11.(.. A T M A,..t..j \.( V E:.,IZ.. l~ A.I\.I e 
D'(:::.F\Q~~~ ~~ tJ.A.vU • .JG TR,.OLl1':)l'E .. W(~. 

THE LEAST SATISFACTORY AREA OF PERFORMANCE TODAY WAS RATING CATEGORY NUMBER ~C) 

" A SPECIFIC INCIDENT WHICH DEMONSTRATES TODAY'S PERFORMANCE IN THIS AREA IS: :loE lS A~LL 10 ~o,p-_fr 

OJ.! \)~\::..\\jG. V\ 0 u\.n o~.s § VE!+\ (!..LL "D~ {:: li:. ~rs. '"BUT DOFi:~,u~ 

DOCUMENTATION OF PERFORMANCE AND COMMENTS: 

CAT. NO. 

\2./<\~\S" WE GOT ALL 't\.l..~ b~'\A..\LS ltV A \A...)~~~~~T At~~'L(E.!T 

( C-L~~~) A.. R.) /4.N D n+~ GP....~M.A.~ oA...~ ~ ~ (:)1i:..LLlU C\. \)...Jp.:\.$ 

. 
A ru ~ .s 40 LJ Lb \-W1..U ~ J3 ez F£ t-..J AQ.o u ~ b \ (:) r-.(\ r.J S _ 

-4 , ~ I b--!.-) l..:..--._-==c.o~f...J..-..::...::.\..:.....~..::ll:=='rt(:-=...::::L:....!Y_R.~1L_V~t E:::\AJ_..::'E_D __ T~a<...~-A.:_\_U_l L.)_~~...::G.::....:lJ=-.:::...:.l ()=-l:.=-_~~(fi~O_lE. _____ . 

\--\. A.-£ -g E..~""" ~ D '\I ~ G.) 'D l D Rtr. A-L tut:..LL LU \'t-H 

11+E. R~~\u b t:~ c~ 1l-\-l'£.. 'S:.PC£.LLI U 6. ~~ r --------
A-!!;.~l~ ~ kA.iE.t.Jr-

. 
WE. S ~i:1'.J r .so u. E. n ~t. G; 0 \ t.j ~ 0 LJ'E.I<. ut: ~ \ ~ Ur: 

REVIEWED BY ___ -IG~E'-'K...=--------

~/24/86 
1. SET THE STAGE/SCENE. 
2. USE LISTS AS APPROPRIATE. 
3. CONSIDER VERBATIM QUOTES. 
4. REMEMBER YOUR AUDIENCE. 

5. REPORT FACTS. 
6. CRITIQUE PERFORMANCE. 
7. CHECK SPELLING, GRAMMAR, ETC. 
B. THINK REMEDIAL! 



BOULDER POLICE DEPARTMENT DAILY OBSERVATION REPORT NO. ~~ 

=-:-~~~:-:':--';;-;~--J =~H-:,:,,:,,:":A L-~~7.-1 ~I -:0+--1 \-,.+I~----.jo 1 0131 01718171 
FTO'S LAST NAME. FIRST INITIAL BADGE NO. DATE 

RATING INSTRUCTIONS: Rate observed behavior with reference to the scale below. Comment on WATCH 
the most and least satisfactory performance of the day. Comment on any behavior you wish. WORKED: 
but a specific comment is required on all ratings of H2" or less and "6" and above. Check 
MN.O.- box if not observed. If trainee fails to respond to training. check "N.R.T.- box FTO PHASE: 
and comment. 

NOT ACCEPTABLE 
BY FTO PROGRAM 

STANDARDS 
------> 1 

CJ 

B 
1-

2-
3-

9-
10~ 

11-
12-
13-
14-
15-
16-
17-
18-
19-
20-
21-
22-
23-
24-
25-
26-
27-
28-

29-
30-
31-

1 
1 

1 , 
, 
1 

1 

, 
1 

, 
1 
1 
1 , , 
1 , , 
1 
'I 
1 
1 

© 
1 , 
1 , 
1 , 
1 , 
1 

r RATl NG SCALE I 
SUPERIOR BY 

ACCEPTABLE FTO PROGRAM 
LEVEL STANDARDS 

2 3 <4> 5 6 7 <------
N.O. N.R.T 

234507 [ ] [ ] 

2 
2 

3 
3 

7 [ 
7 [ 

] [ 
J [ 

J 
] 

2 3 Q) 5 6 7 [ ] [ ] 
z <D 4J 5 6 7 [ ] [ ] 

2 
2 ; ffi ~ 6 7 [ ] [ ] 

] 6 7 [ ] [ 

2 
2 

345 
345 

6 7 C>-<::l [ ] 
] 6 7 f>.cd [ 

2 
2 

345 
3 CD 5 

6 <1)[ ] [ J 
] 6 7 [ ] [ 

23456 
23456 

2 <D 4 5 
2 3 4· 5 
23<ffi5 

~ cp,$4 i 
2 ...l.. 4 5 
2 ~ 5 
2 3 4 5 
2 3 CD 5 

6 
6 
6 
6 
6 
6 
6 
6 
6 
6 
6 23l!)5 

2 3 4 CD 6 
2 3 <D 5 6 
234 5 
2 3 ~ 5 
2 3 tJJ 5 
2 CD 4 5 
2 305 
2 CD 4 5 
2 3 G) 5 

6 
6 
6 
6 
6 
6 
6 

2 3{!)5 6 
2 3 4 5 6 
2 3 4~) 6 

7l><l[ ] 
7t><J[ ] 

7 [ ] [ ] 
7 1><1 [ ] 
7 [ ] [ ] 
7 [ ] [ ] 
7 [ ) [ ] 
7 [ ] [ ] 
7 [ ] [ ] 
7 [ ] [ ] 
7 t;:.<J [ ] 
7 [ ] [ ] 
7 [ ] [ ] 
7 [ ] [ ] 
7 [ ] [ ] 
7 [ ] [ ] 
7 [ J [ ] 
7 [ J [ ] 
7 [ ] [ ] 
7 [ J [ J 
7 [ ] [ ] 
7 [ J [ ] 

7 [ ] [ ] 
7 f::::-:1 [ ] 
7 [ ] [ J 

ASSIGNMENT OR REASON FOR NO EVALUATlOII 

"'"REA, 7 A 

APPEARANCE 
1 GENERAL APPEARANCE 

ATTITUDE 
2 ACCEPTANCE OF FEEDBACK - FTO/PROGRAM 
3 ATTITUDE TOWARD POLICE WORK 

KNOWLEDGE 
4 KNOWLEDGE OF DEPARTMENT POLICIES AND PROCEDURES 

REFLECTED BY VERBAL/WRITTEN/SIMULATED TESTING 
REFLECTED IN FIELD PERFORMANCE 

5 KNOWLEDGE OF CRIMINAL STATUTES 
REFLECTED BY VERBAL/WRITTEN/SIMULATED TESTING 
REFLECTED IN FIELD PE~FORMANCE 

6 KNOWLEDGE OF CITY ORDINANCES 
REFLECTED BY VERBAL/WRITTEN/SIMULATED TESTING 
REFLECTED IN FIELD PERFORMANCE 

7 KNOWLEDGE OF TRAFFIC CODES 
REFLECTED BY VERBAL/WRITTEN/SIMULATED TESTING 
REFLECT~D IN FIELD PERFORMANCE 

8 KNOWLEDGE OF CODES OF CRIMINAL PROCEDURE 
REFLECTED BY VERBAL/WRITTEN/SIMULATED TESTING 
REFLECTED IN FIELD PERFORMANCE 

PERFORMANCE 
9 DRIVING SKILL: NORMAL CONDITIONS 

10 ORIVING SKILL: MODERATE AND HIGH STRESS CONDITIONS 
11 ORIENTATION/RESPONSE TIME TO CALLS 
12 ROUTINE FORMS: ACCURACY/COMPLETENESS 
13 REPORT WRITING: ORGANIZATION/DETAILS 
14 REPORT WRITING: GRAMMAR/SPELLING/NEATNESS 
15 REPORT WRITING: APPROPRIATE TIME USED 
16 FIELD PERFORMANCE: NON-STRESS CONDITIONS 
17 FIELD PERFORMANCE: STRESS CONDITIONS 
18 INVESTIGATIVE SKILL 
19 INTERVIEW/INTERROGATION SKILL 
20 SELF-INITIATED FIELD ACTIVITY 
21 OFFICER SAFETY: GENERAL 
22 OFFICER SAFETY: SUSPECTS/SUS. PERS./PRISONERS 
23 CONTROL OF CONFLICT: VOICE COMMAND 
24 CONTROL OF CONFLICT: PHYSICAL SKILL 
25 PROBLEM SOLVING/DECISION MAKING 
26 RADIO: APPROPRIATE USE OF CODES/PROCEDURE 
27 RADIO: LISTENS AND COMPREHENDS 
28 RADIO: ARTICULATION OF TRANSMISSIONS 
RELATl ONSHI PS 
29 WITH CITIZENS IN GENERAL 
30 WITH ETHNI C GROUPS OTHER THAN OWN 
31 WITH OTHER DEPARTMENT MEMBERS 

~ MINUTES OF REMEDIAL TRAINING TIME (EXPLAIN REMEDIAL PLANS) ----

R.T. 
C] 

B 

20 

§ 



THE MOST SATISFACTORY AREA OF PERFORMANCE TODAY WAS RATING CATEGORY NUMBER _-'ZL-__ _ 

A SPECIFIC INCIDENT WHICH DEI()NSTRATES TODAY'S PERFORMANCE IN THIS AREA IS: WEEK. SN rESt tA.lA-S' 

MD.s.rL Y DIU /R...I:Jt='I:It.~. VIDLA. nDItJS AA./J) SAL L..Y .D ID 4 SupeR..., 

THE LEAST SATISFACTORY AREA OF PERFORMANCE TODAY WAS RATING CATEGORY NUMBER ___ ~ __ ~-=-___ ____ 
;' 

A SPECIFIC INCIDENT WHICH DEMONSTRATES TODAY'S PERFORMANCE IN THIS AREA IS: 54LL'-;' /-I1J1U~LE.6 A-

pRJSDIlJE.1i!. TRAAJ....S;::E/:C I=RDM MIS~/D~ To /uoI2.T'H-E.I<1U s~nD,u. 

~RISONJZ:.~. r 7I-//A.JK.. THIs UJAS ~ 
DOCUMENTATI ON OF PERFORMANCE AND COMMENTS: S IIVI iJ u::.. (1 A-J E. () t:- ~ 0 t.L {[ C. 7'"'I/,u ~ :6 E C. ,r:J US E 

CAT. NO. ~J.l.t:. HA ~ bO.(JE II Rltrl-tr /}....J 7J.I.1Z )~A-.sr. 

-+- --!::])~R:...:...J..::..i).!....J...;:Jt)-=· t;==---:)../.-=--..q:......~ ___ R. __ c __ .a._L __ L....:.~---=-I....:.M __ J:.....~ __ .f':.....D=---=-U __ E __ lJ ___ L __ A. __ nz:_..::...L.....:.~ __ ._5_.4. __ L __ L_'-r.:.....-_I_.5:_S_r._"JL_L __ .~ 

N!iVIIUG lJRo13l.£M~ i='ltlUR.liJc; l)/~77J.A.J QE.. WJ./..£.Al 734t:.I:..IIf.JG' 

.2.0 SeLF JMT/I~T7D~ IS A DJ,2.()BL£M OF 771£ iJ~..(T· .s4LL'I ., ;; 

uDES 1J,1=Tl:.i!!. VIDL,4.,DR-S ~ €)A.JC!l:. A6.'AIA-i MA..DC A- ..D.t/,I. 

13 

c,o UJ E.. IAl J:D42..M 1JT7 bJ..J' 

----~T~R~OFFICER SIGNATURE 

REV I EWED BY --",Q:O."-8(~ ___________________ _ 

"j/24/B6 
1. SET THE STAGE/SCENE. 5. REPORT FACTS. 
2. USE LISTS AS APPROPRIATE. 6. CRITIQUE PERFORMANCE. 
3. CONSIDER VERBATIM QUOTES. 7. CHECK SPELLING, GRAMMAR, ETC. 
4. REMEMBER YOUR AUDIENCE. B. THINK REMEDIAL! 



BOULDER POLICE DEPARTMENT DAILY OBSERVATION REPORT NO. 41 ----"----

At't~h ~ttl IG,I, 1\ 11013.1 0 1718171 
, FIRST FTO'S LAST NAME, FIRST INITIAL BADGE NO. DATE 

RATING INSTRUCTIONS: Rate observed behavior with reference to the scale below. Comment on WATCH tfj. 
the most and least satisfactory performance of the day. Comment on any behavior you wish, WORKED: 
but a specific comment is required on all ratings of -2" or less and "6" and above. Check '3 
-N.O.- box if not observed. If trainee fails to respond to training, check "N.R.T.- box FTO PHASE: 
and comment. 

NOT ACCEPTABLE 
BY FTO PROGRAM 

STANDARDS 
------> 1 2 

RATING SCALE I 
ACCEPTABLE 

LEVEL 
3 <4> 5 6 

SUPERIOR BY 
FTO PROGRAM 

STANDARDS 
7 <------

CJ 1- 2 3 4 5 CD 7 

N.O. N.R.T 
[ ] [ ] 

B 2-
3-

2 
2 

2 
2 

3 
3 

345 
3 C9 5 

6 
6 

5-1 
1 

2 
2 

345 
3 <D 5 

6 
6 

7-

9-
lO­
ll-
12-
13-
14-
15-
16-
17-
18-
19-
20-
21-
22-
23-
24-
25-
26-
27-
28-

29-
30-
31-

1 
1 

1 
1 

1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 

2 
2 

2 
2 

2 
2 

3 
3 

3 
3 

4 
4 

4 
4 

5 
5 

5 
5 

6 
6 

6 
6 

6 
6 

23(4)56 
2 3 Y, 5 6 

~ 'P 4 ~ ~ 
256 
2 5 6 
2 5 6 
2 5 6 
256 

23456 
~ ,3 ~<p : 

1 l 3 5 6 
1<P 3 4 5 6 

~ 2 ~; ~ : 
1 21j?4 5 6 

1 2 3 ~ 5 
1 2 3 5 

6 
6 
6 

1 
1 
1 

2 3 5 

2 
2 
2 

3 (.D 5 6 
3 4 5 6 
305 6 

7 [ 
7 [ 

] [ 
] [ 

7 C><I. [ 
7 [ ] [ 

7 ~ [ 
7 [ ] [ 

7 kl [ 
7 f><1. [ 

7 [ 
7 [ 

] [ 
] [ 

7 C>-<J [ 
7 ~ [ 

7 [ J [ 
7 t:><I [ 
7 [ ] [ 
7 [ ] [ 
7 [ ] [ 
7 [ ] [ 
7 [ ] [ 
7 [ ] [ 
7 [ J [ 
7 [ ] [ 
7 [ ] [ 
7 [ ] [ 
7 [ J [ 
7 [ J [ 
7 [ ] [ 
7 [ ] [ 
7 ( ] [ 
7 [ ] [ 
7 [ ] [ 
7 [ ] [ 

7 [ J [ 
7 .t><J [ 
7 [ ] [ 

J 
] 

] 
] 

] 
] 

] 
] 

] 
] 

] 
] 

] 
] 
] 
] 
] 
] 
] 
] 
] 
] 
] 
] 
] 
] 
] 
] 
] 
] 
] 
] 

] 
] 
] 

ASSIGNMENT OR REASON FOR NO EVALUATI 011 

SE~.:tO..e.. 

APPEARANCE 
1 GENERAL APPEARANCE 

ATTITUDE 
2 ACCEPTANCE OF FEEDBACK - FTO/PROGRAM 
3 ATTITUDE TOWARD POLICE WORK 

KNOWLEDGE 
4 KNOWLEDGE OF DEPARTMENT POLICIES AND PROCEDURES 

REFLECTED BY VERBAL/WRITTEN/SIMULATED TESTING 
REFLECTED IN FIELD PERFORMANCE 

5 KNOWLEDGE OF CRIMINAL STATUTES 
REFLECTED BY VERBAL/WRITTEN/SIMULATED TESTING 
REFLECTED IN FIELD PEKFORMANCE 

6 KNOWLEDGE OF CITY ORDINANCES 
REFLECTED BY VERBAL/WRITTEN/SIMULATED TESTING 
REFLECTED IN FIELD PERFORMANCE 

7 KNOWLEDGE OF TRAFFIC CODES 
REFLECTED BY VERBAL/WRI TTEN/S IMULATED TESTI NG 
REFLECTE.D IN FIELD PERFORMANCE 

8 KNOWLEDGE OF CODES OF CRIMINAL PROCEDURE 
REFLECTED BY VERBAL/WRITTEN/SIMULATED TESTING 
REFLECTED IN FIELD PERFORMANCE 

PERFORMANCE 
~IVING SKILL: NORMAL CONDITIONS 
10 DRIVING SKILL: MODERATE AND HIGH STRESS CONDITIONS 
11 ORIENTATION/RESPONSE TIME TO CALLS 
12 ROUTINE FORMS: ACCURACY/COMPLETENESS 
13 REPORT WRITING: ORGANIZATION/DETAILS 
14 REPORT WRITING: GRAMMAR/SPELLING/NEATNESS 
15 REPORT WRITING: APPROPRIATE TIME USED 
16 FIELD PERFORMANCE: NON-STRESS CONDITIONS 
17 FIELD PERFORMANCE: STRESS CONDITIONS 
18 INVESTIGATIVE SKILL 
19 INTERVIEW/INTERROGATION SKILL 
20 SELF-INITIATED FIELD ACTIVITY 
21 OFFICER SAFETY: GENERAL 
22 OFFICER SAFETY: SUSPECTS/SUS. PERS./PRISONERS 
23 CONTROL OF CONFLICT: VOICE COMMAND 
24 CONTROL OF CONFLICT: PHYSICAL SKILL 
25 PROBLEM SOLVING/DECISION MAKING 
26 RADIO: APPROPRIATE USE OF CODES/PROCEDURE 
27 RADIO: LISTENS AND COMPREHENDS 
28 RADIO: ARTICULATION OF TRANSMISSIONS 
RELATI ONSHI PS 
29 WITH CITIZENS IN GENERAL 
30 WITH ETHNIC GROUPS OTHER THAN OWN 
31 WITH OTHER DEPARTMENT MEMBERS 

---=~:=:.-O __ MINUTES OF REMEDIAL TRAINING TIME (EXPLAIN REMEDIAL PLANS) 

R.T. 
C] 

B 
B 
B 
B 
~ 
B 

-



THE MOST SATISFACTORY AREA OF PERFORMANCE TODAY WAS RATING CATEGORY NUMBER ___ ~'13~ ____ ____ 
A SPECIFIC INCIDENT WHICH DEMONSTRATES TODAY'S PERFORMANCE IN THIS AREA IS: ~\I<: g CONDu.c .. :rtLt:3 ~t::: 

l:. ~'-\lc. ~ 11'J\1 t::. snG An 04.1 cO (! ,... CU=. s • ~ u ~ u Lt\...tL'l' A.r .qg S S'"' 

M~\.SD~. Ev'i::.~"'( AS P~Q..T 01=- 'n-l-E (N\I~nGA.11cAJ W~ Do~i':.. tit 
V ~~"< Wl'Z.l. L -A.tY b ~i:. LOQA-r .. b A. US ~A..(S.LE lA.lc:1\JT" PRlU'-
u~ .. d~e.~UE~ ~ L\~ t>~ A w\~bolJ.) POllU"'- of fe.N'm.Jr. GooP 

THE LEAST SATISFACTORY AREA OF PERFORMANCE TODAY WAS RATING CATEGORY NUMBER ---.::z.~z..~ __ 
A SPECIFIC INCIDENT WHICH DEMONSTRATES TODAY'S PERFORMANCE IN THIS AREA IS: DEs p\tl .50~~ GOOD 

:p ~1<..'t=-cQ ~ ~7C.. l ~') C1i=-t= l ~tE. ~ S A.J.=-lr __ 'T'c' L A-nL L ~, M. ~ ~ tE. M. A-D ~ 

SD~ S~Q...\.DU C N:\."s, ~e.~ IL> A S'r"QCE..€:c' CC)fI..)r~.:r OF 

DOCUMENTATION OF PERFORMANCE AND COMMENTS: 

CAT. NO. 
• 

'2.:~_ O)to...)T. 1'\l..E- SE. ~~.H Lo IZ-L \.. 'B u-r ~~ ~ ~'l:. U"'h-'f \) I.b uT 

NDn~\E. Wi:. 13FE.t[.~ ~~ W(LLLS LUA.S L-+oL.hlU,. 
W \'L.LL.$ W L\..s r-\. ~ l.,..LL...y "Tn L b C. ~ 'r1!. 0... ~ ~ Our f;.. M..~ IJT-'f..) 
TO 'Pcu~ Tl-l-"i:. \3,EE ~ our. ~E w~.s ~t..L1E.A....S (U~ 

Y\.\-r t-h" ~N't)s;. _tO~."., W ArLL t. TO S P ~~~~ 14-\J 
• 

LtC.. G ~, ~ DID f...) T u.~ E ~~. \.(\ ~ h a~ v 0 l~i: CDt\kM.~.tJ 

e WA.s. roo so~,... lI\J ~ s~eE'.~~ ~ Nor A.u~r~.L"Cftt..l'""lUE. 

w \i:... LLS l ~ ~ 0 'k,.t£..}::) tJr..lM. -Ac c..-A.. Q:~1J'a..\. ~ b cO r......l /J... ~ ~ v ~"'-
S~T\ (;) IJ ~ trl-4 'T\AJ b Guy.s l.O l:A-o l...L) ~ N ti. ~'t:s Y. \rH-l S 

________ ~~~~~~~D~~~_~U~~~~~l~~~~~E~~3~~~~~~~~~~u=~~s~'_0 ________________ __ 

~~ 
RECRUIr-utFICER SIGNATURE 

REVI EWED BY _______________________ _ 

J/24/B6 
1. SET fHE STAGE/SCENE. 
2. USE LISTS AS APPROPRIATE. 
3. CONSIDER VERBATIM QUOTES. 
4. REMEMBER YOUR AUDIENCE. 

5. REPORT FACTS. 
6. CRITIQUE PERFORMANCE. 
7. CHECK SPELLING, GRAMMAR, ETC. 
B. THINK REMEDIAL! 



BOULDER POLICE DEPARTMENT 

NARRATIVE CONTINUATION ".L:£)R. 4 \ 
''PE.~'R 
:s ~-1-~7 
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BOULDER POLICE DEPARTMENT DAILY OBSERVATION REPORT NO. _>-lq~ __ _ 

R~l-pH- P. I 1 I 1 II q 310111 sll) 
no's LAST NAME, FIRST INITIAL BADGE NO. DATE 

RATING INSTRUCTIONS: Rate ob·served behavior with reference to the scale below. COTTlllent on WATCH 
the most and least satisfactory performance of the day. COTTlllent on any behavior you wish, WORKED: 
but a specific comment is required on all rat ing5 of -2" or less and "6" and above. Check 
-N.O.· box if not observed. If trainee fails to respond to training, check "N.R.T.H box FTO PHASE: 
and comment. 

NOT ACCEPTABLE 
BY FTO PROGRAM 

STANDARDS 
------> 1 

CJ 1-

r=::J 2-
c=J 3-

9-
lO­
ll-
12-
13-
14-
15-
16-
17-
18-
19-
20-
21-
22-
23-
24-
25-
26-
27-
2B-

29-
30-
31-

1 
1 

1 
1 

1 
1 

1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 

1 
1 
1 

2 

RATING SCALE I 
ACCEPTABLE 

LEVEL 
3 <4> 5 6 

SUPERIOR BY 
FTO PROGRAM 

STANDARDS 
7 <------

2 3 4 5 
N.O. N.R.T 

6 <D[ ] [ ] 
2 
2 

2 
2 

2 
2 

2 
2 

2 
2 

2 
2 

3 4 5 
3 (!) 5 

3 
3 

4 
4 

5 
5 

345 
3 ® 5 

3 
3 

4 
4 

5 
5 

6 
6 

6 
6 

6 
6 

6 
6 

6 
6 

6 
6 

~. ; q? ~ ~ 

~ ;[f3; ~ 
~ ; 4 ~ ~ 
2 $ 4 5 6 
23456 
245 6 
23456 
2. 3 4 5 6 
2 
2 ; ij1 ~ : 
2 3 4 5 6 
2 3 4 5 6 
234 5 
2 CD 4 5 
2 3 €) 5 
2 (p 4 5 
2 3 <b 5 

6 
6 
6 
6 
6 

2 
2 
2 

3 4 If) 6 
3 4 5 6 
3 (3) 5 6 

7 [ 
7 [ 

7 [ 
7 [ 

] [ 
] [ 

] [ 
J [ 

7 f?<.J [ 
7 [ ] [ 

7 ~ [ 
7 !;><J [ 

7 ~ [ 
7 [ ] [ 

7 t::><] [ 
7 I><:J [ 

7 [ ] [ 
7 1><1 [ 
7 [ ] [ 
7 [ ] [ 
7 [ ] [ 
7 [ ] [ 
7 [ ] [ 
7 [ ] [ 
7 ~ [ 
7 t:><l [ 
7i:-=4[ 
7 [ ] [ 
7 [ ] [ 

~ ~ ~ 
7 .bc:::3 [ 
7 [ ] [ 
7 [ ] [ 
7 [ ] [ 
7 [ ] [ 

7 [ ] [ 
7 C:>-<J [ 
7 [ ] [ 

] 
] 

] 
] 

] 
] 

] 
J 

] 
J 

] 
] 

] 
] 
] 
J 
] 
J 
] 
] 
] 
J 
] 
] 
] 
] 
] 
] 
J 
] 
J 
] 

] 
J 
] 

ASSIGNMENT OR REASON FOR NO EVALUATlOh 

3Ds"" 

APPEARANCE 
1 GENERAL APPEARANCE 

ATTITUDE 
2 ACCEPTANCE OF FEEDBACK - FTO/PROGRAM 
3 ATTITUDE TOWARD POLICE WORK 

KNOWLEDGE 
4 KNOWLEDGE OF DEPARTMENT POLICIES AND PROCEDURES 

REFLECTED BY VERBAL/WRITTEN/SIMULATED TESTING 
REFLECTED IN FIELD PERFORMANCE 

5 KNOWLEDGE OF CRIMINAL STATUTES 
REFLECTED BY VERBAL/WRITTEN/SIMULATED TESTING 
REFLECTED IN FIELD PERFORMANCE 

6 KNOWLEDGE OF CITY ORDINANCES 
REFLECTED BY VERBAL/WRITTEN/SIMULATED TESTING 
REFLECTED IN FIELD PERFORMANCE 

7 KNOWLEDGE OF TRAFFIC CODES 
REFLECTED BY VERBAL/WRITTEN/SIMULATED TESTING 
REFLECTED IN FIELD PERFORMANCE 

8 KNOWLEDGE OF CODES OF CRIMINAL PROCEDURE 
REFLECTED BY VERBAL/WRITTEN/SIMULATED TESTING 
REFLECTED IN FIELD PERFORMANCE 

PERFORMANCE 
9 DRIVING SKILL: NORMAL CONDITIONS 

10 DRIVING SKILL: MODERATE AND HIGH STRESS CONDITIONS 
11 ORIENTATION/RESPONSE TIME TO CALLS 
12 ROUTINE FORMS: ACCURACY/COMPLETENESS 
13 REPORT WRITING: ORGANIZATION/DETAILS 
14 REPORT WRITING: GRAMMAR/SPELLING/NEATNESS 
15 REPORT WRITING: APPROPRIATE TIME USED 
16 FIELD PERFORMANCE: NON-STRESS CONDITIONS 
17 FIELD PERFORMANCE: STRESS CONDITIONS 
1B INVESTIGATIVE SKILL 
19 INTERVIEW/INTERROGATION SKILL 
20 SEI.F-INITIATED FIELD ACTIVITY 
21 OFFICER SAFETY: GENERAL 
22 OFFICER SAFETY: SUSPECTS/SUS. PERS./PRISONERS 
23 CONTROL OF CONFLICT: VOICE COMMAND 
24 CONTROL OF CONFLICT: PHYSICAL SKILL 
25 PROBLEM SOLVING/DECISION MAKING 
26 RADIO: APPROPRIATE USE OF CODES/PROCEDURE 
27 RADIO: LISTENS AND COMPREHENDS 
28 RADIO: ARTICULATION OF TRANSMISSIONS 
RELATl ONSHI PS 
29 WITH CITIZENS IN GENERAL 
30 WITH ETHNIC GROUPS OTHER THAN OWN 
31 WITH OTHER DEPARTMENT MEMBERS 

4S" MINUTES OF REMEDIAL TRAINING TIME (EXPLAIN REMEDIAL PLANS) 

R.T. 
C] 

B 
B 
B 
B 
B 
B 



.' 

THE MOST SATISFACTORY AREA OF PERFORMANCE TODAY WAS RATING CATEGORY NUMBER S? 
A SPECIFIC INCIDENT WHICH DEI'()NSTRATES TODAY'S PERFORMANCE IN THIS AREA IS: IgA-H.SE tZ: bR.a u t. 11:+ l( 

pA.TRQL QA.g. \tu A pRDP-FR MA".ooHJE~ il·UlO()ct~'Dul TIHs \DuR..---,-_ 

CD F PUT 'f oo s tt-~ "'DR-a u E ~ A- SA-l= e. A.f\.J j) (" 0 I\..),.S 1'"""A A.J r ..c ~ lEE !> 

oo 
THE LEAST SATISFACTORY AREA OF PERFORMANCE TODAY WAS RATING CATEGORY NUMBER \ ~ t:2 ~~ 

,I' 

A SPECIFIC INCIDENT WHICH DEMONSTRATES TODAY'S PERFORMANCE IN THIS AREA IS: W\.lt:~ .. t--l w'e. W'ti: Ri: 

PttQA~ kH~. ro (,.0 (JUT s:t+"£. Q\J..:'£.d..\L'E]) ~E.. PY kA .. () ~ ~ru v kJ (~ 

DOCUMENTATION OF PERFORMANCE AND COMMENTS: 

CAT. NO. 

\=lA...\ ll.·u ~ D LU E \-\-A...:D -t-c G..E\" ~~\~L~'E ~tcu'. lU~rc.~ 

TE.~\ T~~D 'to c....t1JLD k~ nur. sttomou e... R.~ ... \"uru (\ ro m.lL .e 
LoQ...K.~~, S:H-E. ~OULhlV'l DO IT ~ T ~lf...) I:LLL'r t4~b I'D. ~G(' 

-:rt:J..J~\: N W \T~ tE.~~ tsD Tl--t- l ~ ~ TR..l Eb 'iO G' lu £ t-\-"E I~ 

1~A...D lD Gf: R ~M.. \ t.j ~ 2..1) TO TV R u "t1:A-1L \ ~ r\.Hl1 0 D 0 I..J \,J 
---. .. ,....---

O~ll::..v<.. \D ~tc:....\""rH-E:. S.l~"'-G.uU ou/. SU--e:. w~s: botkJ~ 

:r(,'i. o.D~E OU~ LDA.bl~G. ~ U~ LOA-blUG: $(J.e\"6:0Ul' 

--- -'o~-3 PRlOr(. ()~Q..A.!(l)llr (b.t>. ~-~ \1, '10 ~ h ("Zoo) A-N h 
\~~\J 'tC:. 5.l> Et-...)\ "-D ~ 1'O'i.. o~ la:.. K-ou\ (~ Th+\. ~ AOiLtE:.....4. 

REVIEWED BY ~G....a.:.:s:::t:::..lK..::.....-________ _ 

J/24/B6 
1. SET rHE STAGE/SCENE. 
2. USE LISTS AS APPROPRIATE. 
3. CONSIDER VERBATIM QUOTES. 
4. REMEMBER YOUR AUDIENCE. 

~~CER SIGNATURE 

5. REPORT FACTS. 
6. CRITIQUE PERFOR~ANC~ 
7. CHECK SPELLING, GRAMMAR, ETC. 
B. THINK REMEDIAL! 
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BOULDER POLICE DEPARTMENT DAILY OBSERVATION REPORT NO. ..2,..\ 

F ~E.b 1 111 \ 12-1 \tv A L T 1131 B 1311 c 1 ":> I 0 17 I ~ I, I 
~NEE'S LAST NAME. FIRST INITIAL BADGE NO. FTO'S LAST NAME. FIRST INITIAL BADGf NO. DATE 

RATING INSTRUCTIONS: Rate observed behavior with reference to the scale below. Com~ent on WATCH 
the most and least satisfactory performance of the day. Comment on any behavior yr,u wish. WORKED: tE!1 but a specific comment is required on all ratings of -2M or less and M6" and abOVE!. Check 
·N.O.· box if not observed. If trainee fails to respond to training, check ·N.R.T.M box FTO PHASE': Z'-JD 
and comment. 

RATING SCALE I 
NOT ACCEPTABLE SUPERIOR BY ASSIGNMENT OR REASON FOR NO EVAlUATI~ 
BY FTO PROGRAl\1 ACCEPTABLE FTO PROGRAM r -, STANDARDS LEVEL STANDARDS 

------> 1 2 3 <4> 5 6 7 <------
N.O. N.R.T APPEARANCE R. T. 

CJ 1- 2 3 4 5 ® 7 [ J [ J 1 GENERAL APPEARANCE CJ 
ATTITUDE 

B 2- 2ev 4 5 6 7 [ J [ J 2 ACCEPTANCE OF FEEDBACK - FTO/PROGRAM B 3- 2 3 4 5 CD 7 [ J [ J 3 ATTITUDE TOWARD POLICE WORK 
KNOWLEDGE 

4 KNOWLEDGE OF DEPARTMENT POLICIES AND PROCEDURES 

B 4- 1 2 3 CD 5 6 7 [ ] [ ] REFLECTED BY VERBAL/WRITTEN/SIMULATED TESTING ~ '0 3 4 5 6 7 [ ] [ J REFLECTED IN FIELD PERFORMANCE 
5 KNOWLEDGE OF CRIMINAL STATUTES 

B 5- 1 2 3 
ffi5 

6 7 [ J [ J REFLECTED BY VERBAL/WRITTEN/SIMULATED TESTING B 1 2 3 4 5 6 7 [ J [ ] REFLECTED IN FIELD PEkFORMANCE 
6 KNOWLEDGE OF CITY ORDINANCES 

B 6- 1 2 3 4 5 6 7 D"'<J [ J REFLECTED BY VERBAL/WRITTEN/SIMULATED TESTING B 1 2 3(9 5 6 7 [ ] [ ] REFLECTED IN FIELD PERFORMANCE 
7 KNOWLEDGE OF TRAFFIC CODES 

4i3 7- 1 2 3 CD 5 6 7 [ ] [ J REFLECTED BY VERBAL/WRITTEN/SIMULATED TESTING B 1 2 0 4 5 6 7 [ J [ ] REFLECTED IN FIELD PERFORMANCE 
8 KNOWLEDGE 'OF CODES OF CRIMINAL PROCEDURE 

B 8- 1 2 3 4 5 6 7 r:;..<J [ ] REFLECTED BY VERBAL/WRITTEN/SIMULATED TESTING B 1 2 3 4 5 6 7 ~] [ ] REFLECTED IN FIELD PERFORMANCE 
PERFORMANCE 

9- 1 2 3 CD 5 6 7 [ J [ J 9 DRIVING SKILL: NORMAL CONDITIONS 
10- 1 

m 
3 4 5 6 7 [ J [ ] 10 DRI VI NG SK ILL: MODERATE AND HIGH STRESS CONDITIONS 

11- 1 3 4 5 6 7 [ ] I><l 11 ORIENTATION/RESPONSE TIME TO CALLS 
12- 1 3 4 5 6 7 [ ] r;:..<::l 12 ROUTI NE FORMS: ACCURACY/COMPLETENESS 
13- 1 3 4 5 6 7 [ J [ ] 13 REPORT WRITING: ORGANIZATION/DETAILS 
14- 1 2 

3 Elr 6 7 [ ] [ J 14 REPORT WRITING: GRAMMAR/SPELLING/NEATNESS 
15- 1 2 3 5 6 7 [ J [ J 15 REPORT WR I TI NG: APPROPRIATE TIME USED 
16- 1 234 5 6 7 [ ] [ ] 16 FIELD PERFORMANCE: NON-STRESS CONDITIONS 
17- CD 2 tB 4 5 

6 7 [ J f;::.<:::J 17 FIELD PERFOR~~NCE: STRESS CONDITIONS z..c 
18- 1 245 6 7 [ J [ ] 18 INVESTIGATIVE SKILL 
19- 1 234 5 6 7 [ ] [ ] 19 INTERVI~W/INTERROGATION SKILL 
20- 1 

2 3 ~ 5 
6 7 [ J [ ] 20 SELF-INITIATED FIELD ACTIVITY 

21- 1 235 6 7 [ J [ ] 21 OFFICER SAFETY: GENERAL 
22- 1 235 6 7 [ ] [ ] 22 OFFICER SAFETY: SUSPECTS/SUS. PERS./PRISONERS 
23- 1 2 <D 4 5 6 7 [ ] [ ] 23 CONTROL OF CONFLICT: VOICE COMMAND, 
24- 1 23(f)5 6 7 [ ] [ J 24 CONTROL OF CONFLICT: PHYSICAL SKILL 
25- 1 @ 3 4 5 6 7 [ J [ J 25 PROBLEM SOLVING/DECISION MAKING 
26- 1 2 3 ffi 5 6 7 [ J [ J 26 RADIO: APPROPRIATE USE OF CODES/PROCEDURE 
27- 1 

20 5 
6 7 [ J [ ] 27 RADIO: LISTENS AND COMPREHENDS 

28- 1 2 3 4 5 6 7 [ J [ ] 28 RADIO: ARTICULATION OF TRANSMISSIONS 
RELATIONSHIPS 

§ ~ 
29- 1 2 3 4(D 6 7 [ J [ J 29 WITH CITIZENS IN GENERAL 
30- 1 2 3 <£)5 6 7 [ J [ ] 30 WITH ETHNI C GROUPS OTHER THAN OWN 
31- 1 2 3 4(9 6 7 [ ] [ ] 31 WITH OTHER DEPARTMENT MEMBERS 

eo MINUTES OF REMEDIAL TRAINING TIME (EXPLAIN REMEDIAL PLANS) 

13 
t==.z.. 



THE !(lST SATISFACTORY AREA OF PERFORMANCE TODAY WAS RATING CATEGORY NUMBER _..;;;:.3'---__ 

A SPECIFIC INCIDENT WHICH DEI()NSTRATES TODAY' S PERFORMANCE IN THIS AREA IS: ~lC:.Et:;:,S ~~r\ ,ub 't A-~c UT 

\.J..U .. I....S ~ L ~ ~ D I{..\.'E. -:tD ts R~A..l·l. .. Lr V E.~ y G D D D ~ IJ I~ ~ \1:+-()U~ \-\ 

THE LEAST SATISFACTORY AREA OF PERFORMANCE TODAY WAS RATING CATEGORY NUMBER _\ __ -r~ ______ __ 
'" A SPECIFIC INCIDENT WHICH DEMONSTRATES TODAY'S PERFORMANCE IN THIS AREA IS: :t::>ER..1=D\~I~UQJe: ... (~ 

Sn<..~s.~ .... R.E...L~h MCl6.IUt-.A..~l.rrS {S: t'ohU.L';" lltJ~~rr.~IA.t5L~. 

\ w D M~TD g., ~ f4...L.S b L1 fl...l ~ 6.. 1l:-+-E. os: ~ f:.T W I;,~ 1lL~ M \. ~ -
I~A...N bL~~. n-lE F\~~r (!)N~ WA.-5. 'I 5H-o't-.s: r-l~~D , 2..s~ 

DOCUMENTATION OF PERFORMANCE AND COMMENTS: 

CAT. NO. 
t \ 1 Cl:l ~'t"D . 

1'4 t.....I\. WE. W~I/LE. GO (pj" l~ \:1.4-~ W~~D D it btQCLc...n..C u ~ 
--- -.'----l,......:.~-l..rz:..~s:tb--==-~.Joe::'l-'--~t-=-=-b-=~=--=-c..=....:...:M.....;.....==---::...(4-=~:.......,:....... .... \..:·.:....:r.....:::..-l-I\.J----=-'tt::::..::~:....:..E...:::.-.:.:::.......V\.-\..::...-D-1)-..:::...L:.......tr.....::..'.....:..{j-l;~-e 

\1L E.. £ ~ E.E... t. g.~ Lo 0 ~E.:D #>-\"' f\A. ~ A...!: '"l"Ho u. a M- ~t.. 

~ f+~ '"R~G~''tc ""B'~~~ R..~(bLY. w~ (\0'\ nH"Utt...D 

A...Q,~\.) t-..::d) 2.. 1==l~~LY b:D~ 'tD tt+t. ~c:~~. £V~~ ~l)<i.~ 
, 

p&'i3)~ ~5J(D Q)o~~ ls:. U~o~ll~ 6.()C~) ~ w~ tOb 

~~~\JOU~ \0 N\.A-l~E N-<.M.£:E.LF c..t.Un~til'OD~ c..u~w W~ 

U,)~~j'\ lD-t(1 M..J b ~ \0 R.~P~A....1 l-LU .. A.~~LF= '2.... M .... {)I/L'L 

T ( f-.J\.. tL ~ U. ~ 'n. L 'D \.! ~ A-l-CJ:.f ~\L IU 0 UJ L e..CI£ 1 e. CC. 

--""'R'E'""'CR~UJiMn~ER SIGNATURE T~Nttt!CER SIGN~:~' b 

REVIEWED BY __ -,G=-~ __ t::..--",-_____ _ 

J/24/B6 
1. SET fHE STAGE/SCENE. 
2. USE LISTS AS APPROPRIATE. 
3. CONSIDER VERBATIM QUOTES. 
4. REMEMBER YOUR AUDIENCE. 

5. REPORT FACTS. 
6. CRITIQUE PERFORMANCt 
7. CHECK SPELLING, GRAMMAR, ETC. 
B. THINK REMEDIAL! 

/4. 
r::z.... 



BOULDER POLICE DEPARTMENT 

NARRATIVE CONTINUATION 

- .. 

"D.O.Q.2/ 
3/1/ ~7 

'F.e..E.. D 

~ ':btu I\ST K~OW {.(..OW 'to G:.~T \0 ~ ~L SO -r u.A..D 

e t+\~ '\D Gc A-~. (~E... ~\U 1\.~L\.f FOu.~~ ~~ QOutt 

~ smlfL'n;.~ OOtUL f\AD~. W~L~ Dr..) A-EOlU...) t-\-t2. ~ fLtrJ) 

__ t'F lift- UH-\-S GD LtU r; (tJ 't\.+t:. Rl&l--\-i D L\t~c.n () u A-tu D I.. 

.p,...s~U.~D I'U"-A 1l.~A:r M.~ WM . ::-tJ A-LL , IT roo k. to 
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BOULDER POLICE DEPARTMENT DAILY OBSERVATION REPORT NO. 18 -...;:;...---

~~y 18181ell o l3101718171 
• FTO'S LAST NAME, FIRST INITIAL BADGE NO. D,~TE 

RATING INSTRUCTIONS: Rate observed.behavior with reference to the scale below. Comment on WATCH tE 
the most and least satisfactory performance of the day. Comment on any behavior you wish, WORKED: ~ 
but a specific comment is required on all ratings of -2" or less and "6" and above. Check 
-N.D.- box if not observed. If trainee fails to respond to training, check "N.R.T.- box FTO PHASE: ;;.. 
and comment. 

NOT ACCEPTABLE 
BY FTO PROGRAM 

STANDARDS 
_a ____ > 1 

CJ 1-

R 2.-: 
l....-.-.J 3-

a 4-

B 5-

a 6-

e=1 7-

B 8-

9-
lO-". 12-
13-
14· 
15-
16-
17· 
18-
19-
20-
21-
22-
23-
24-
25-
26-
27-
28-

tf3 29-
30-
31-

1 
1 

1 
1 

1 
1 

1 
1 

1 
1 

1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 

, , 
1 
1 
1 

1 
1 
1 

2 

RATING SCALE I 
ACCEPTABLE 

LEVEL 

SUPERIOR BY 
FTO PROGRAM 

STANDARDS 
6 7 <------3 <4> 5 

N.O. N.R.T 
2 345 6 <D[ J [ J 

20 4 5 6 7 [ J [ J 
234 G)6 7 [ J [ J 

234 
2 (D 4 

5 6 (J) [ J [ 
J [ 5 6 7 [ 

234 5 
2 3 CD 5 

is (i) [ 
6 7 [ 

J [ 
] [ 

234 5 
2 3 0 5 

6 (i) [ 
6 7 [ 

J [ 
J [ 

234 5 
2 CD 4 5 

6 (i) [ 
6 7 [ 

J [ 
J [ 

23456 
23456 

2 3 ; 6 
2 3 5 6 
2 3 5 6 
2 3 5 6 
2 3 5 6 
2 3 5 6 
2 3 CD 6 
2 3 CD 5 6 

2 ~ 4 5 6 245 6 
2 456 
2 4 (5)6 
230Y6 
2(!)4 56 
2 3 (D 5 6 
2 en 4 5 6 
2~ 4 5 6 2l£4 5 6 
2 456 
2 456 

7 t><l [ 
7 ~ [ 

7 [ J [ 
7 [ ] [ 
7 [ ] [ 
7 [ J [ 
7 [ ] [ 
7 [ ] [ 
7 [ ] [ 
7 [ J [ 
7 [ J [ 
7 [ J [ 
7 [ J [ 
7 [ J [ 
7 [ J ( 
7 [ ] [ 
7 [ ] [ 
7 [ J [ 
7 [ J [ 
7 [ J [ 
7 [ ] [ 
7 [ ] [ 

234 
234 
234 

5 6 7 [ ] [ 
J [ 
] [ 

5 6 7 [ 
5 6 7 [ 

J 
] 

] 
J 

J 
J 

J 
] 

J 
J 

] 
J 
] 
] 
] 
J 
) 
] 
] 
J 
J 
J 
] 
J 
J 
] 
J 
J 
] 
] 

] 
] 
J 

ASSIGNMENT OR REASON FOR NO EVALUATI~ 
'Br.3.1 __ 

APPEARANCE 
1 GENERAL APPEARANCE 

ATTITUDE 
2 ACCEPTANCE OF FEEDBACK - FTO/PROGRAM 
3 ATTITUDE TOWARD POLICE WORK 

KNOWLEDGE 
4 KNOwLEDGE OF nEPARTMENT POLICIES AND PROCEDURES 

REFLECTED BY VERBAL/WRITTEN/SIMULATED TESTIN~ 
REFLECTED IN FIELD PERFORMANCE 

5 KNOWlEDGE OF CRIMINAL STATUTES 
REFLECTED BY VERBAL/WRITTEN/SIMULATED TESTING 
REFLECTED IN FIELD PEkFORMANCE 

6 KNOWlEDGE OF CITY ORDINANCES 
REFLECTED BY VERBAL/WRITTEN/SIMULATED TESTING 
REFLECTED IN FIELD PERFORMANCE 

7 K~Ww\"EDGE OF TRAFFIC CODES 
REFLECTED BY VERBAL/WRITTEN/SIMULATED TESTING 
REFLECT~D IN FIELD PERFORMANCE 

8 KNOWLEDGE OF CODES OF CRIMINAL PROCEDURE 
REFLECTED BY VERBAL/WRITTEN/SIMULATED TESTING 
REFLECTED IN FIELD PERFO~MANCE 

PERFORMANCE 
9 DRIVING SKILL: NORMAL CONDITIONS 

10 DRIVING SKILL: t()DERATE AND HIGH STRESS CONDITIONS 
11 ORIENTATION/RESPONSE TIME TO CALLS 
12 ROUTINE FORMS: ACCURACY/COMPLETENESS 
13 REPORT WRITING: ORGANIZATION/DETAILS 
14 REPORT WRITING: GRAMMAR/SPELLING/NEATNESS 
15 REPORT WRITING: APPROPRIAiE TIME USED 
16 FIELD PERFORMANCE: NON-STRESS CONDITIONS 
17 FIELD PERFORMANCE: STRESS CONDITIONS 
18 INVESTIGATIVE SKILL 
19 INTERVIEW/INTERROGATION SKILL 
20 SELF-IN1TIATED FIELD ACTIVITY 
21 OFFICER SAFETY: GENERAL 
22 OFFICER SAFETY: SUSPECTS/SUS. PERS./PRISONERS 
23 CONTROL OF CONFLICT: VOICE COMMAND 
24 CONTROL OF CONFLICT: PHYSICAL ~~ILL 
25 PROBLEM SOLVING/DECISION MAKING 
26 RADIO: APPROPRIATE USE OF CODES/PROCEDURE 
27 RADIO: LISTENS AND COMPREHENDS 
28 RADIO: ARTICULATION OF TRANSMISSIONS 
RELATIONSHIPS 
29 WITH CITIZENS IN GENERAL 
30 WITH ETHNIC GROUPS OTHER THAN OWN . 
31 WITH OTHER DEPARTMENT MEMBERS 

R.T. 
C] 

e 
B 
B 
B 
E3 
B 

zo 

(00 MINUTES OF REMEDIAL TRAINING TIME (EXPLAIN REMEDIAL PLANS) 

" 

77 
pI 



THE MOST SATISFACTORY AREA OF PERFORMANCE TODAY WAS RATING CATEGORY NUMBER ',4-, S" I " I £.1 
A SPECIFIC INCIDENT WHICH DEMONSTRATES TODAY'S PERFORMANCE IN THIS AREA IS: A ~at..k.\==>~E ~r....)J(UIL Thrr 

AN h U~\ i=D~JtA/ ~Q \J \I) M..l'i:f....l"r '~ ... n';:)tt:~nD,.,J LDA.s. 4..D (\('ll.)\! n:.lJcEJ) 

A-T ~ S:rA·\lt '\ bi= mE. WA:rCU', 'ls ILL.. u:o r TD ~ ~ C.Oft.[,s. (10 . e 
fZ. \...) ~ 't' 1l:-k~ G \ l.) c..Lu D \ l.) (1 l DO b /0 {) A.j 'n+-t!. l"""1C:. .. cr. ~ \ ~x: 

Co l i.Hi: ' 
THE LEAST SATISFACTORY AREA OF PERFORMANCE TODAY WAS RATING CATEGORY NUMBER ___ ~? .. ~~~ ____ 

,-

A SPECIFIC INCIDENT WHICH DEMONSTRATES TODAY'S PERFORMANCE IN THIS AREA IS: 13 (LL M..-A-b 'E.. A,. hU:t:" 
M2R.~!r Wl+\c..K W~T SOUR. OIU +t-lM. \-+E. ~UL~.s~ Ly 

DOCUMENTATION OF PERFORMANCE AND COMMENTS: 

CAT. NO. . 
~~ C~~Th S 0l3TEQ"T Ju\IY"\pe..d b>l\..L SS \1+lE.Y UJEj\...)\ \0 ~ , 

G. ~D t.) ~ D. Tl-\-i:. G () Lt l.D AS. T\R. \..( ( f0 U TO ~T 13 I L't-r ts Am Aj 

LU~ r ~t\JE..b COI'J~bL D~ th.I..A.1 Wl+~ tsll..L 
P0\ l-\u\A., \~ Cot::.i=$ t)k)1E: LtJi\..~ S'D LODlE:.. rr C.DULb 

.;LD -n..lJL J) l.XI S'm ~ UJ A-t mr. £:\ QS\ 00 '[:. TO U4-LL Y l~ t 11 f:}..fij) 
A..~D ~~b~ By 13lLL. 

(~,,13/llf, IS- nLtE.. 6:?Jz...Po~> lJf.....) ~ DU.-:C u)'EJef lu~,LL.. 
b '01\.) ~ AJY \)' CDV)'\ \J Lb-tD QUI C t{ Ly 

REVIEWED BY ___ --=&=-~"'__'L 

'j/24/86 
1. SET rHf STAGE/SCENE. 5. REPORT FACTS. 
2. USE LISTS AS APPROPRIATE, 6. CRITIQUE PERFORMANCE. 
3. CONSIDER VERBATIM QUOTES. 7. CHECK SPELLING, GRAMMAR, ETC. 
4. REMEMBER YOUR AUDIENCE. 8. THINK REMEDIAL! 



-
BOULDER PCl. J CE DEPARTMENT 
SUPERVISOR'S WEEKLY REPORT 

WEEKLY OBSERVATION REPORT NO. t.o --=----
""BEN DO\1 E.R I~] 0 Ii It] G. ll\~~I'l-J I J LL\]~~] 41 \ 13] 817 I 

~INEE'S LAST MAKE, FIRST INITIAl. BADGE NO. l'GT'S I.AST NAME, FIRST INITIAl. BlDGE NO. DATE . 
• RATING INSTRUCTIONS: Rate ob5trvtd behlvior wit.h reference to tht scale belQw. Coo\l'ilent on WATCH t£j. 

the lOst Ind lel5t sitisfictor1 perfor_ance of the ~ek. Comment ~l Iny behavior IOU Wi5h, WORKED: 
but I specific cOItIlIent 11 required on a" rltings of ·Z· or ltH and "6" and above. Check . 
"N.O." box if not ob5erved. If trainee fails to respond to training. ch~ck "".R. T." box FTO PHASE: 2 
Ind coaaent. 

[ RATING SCALE I 
IIOT ACC~P.TA!LE SUPERI~ IIY 

no PROGRAM 
STANDARDS 

IY FTO PROGIWt ACCEPTABLE 
STANDARDS LEVEL 
•••• _>- 1 2 3 <4> 5 6 7 <-_ ..... 

CJ 1· 

8 2-
3-

B 4-

8 5-

8 6-

-§ :: 

1 

1 
1 

1 
1 

1 
1 

1 
1 

1 
1 

, , 
9- 1 

10- 1 
11- 1 
12- 1 
13- 1 
'4- 1 
15- 1 
16- 1 
17- 1 
18- 1 
19- 1 
20.. 1 
21. 1 
22- 1 
23- 1 
~4- 1 
25- ., 
26- 1 
27- 1 
28- 1 

1 
l 
1 

2 

2 
2 

3 4 5 cY 
3 (i) 5 6 

•• 0. III.R.T 
7 [ 1 [ 1 

7 [ 
7 [ 

] [ 
1 [ 

] 
] 3 'i'Q) 6 

23<4 
2 CD 4 

234 
2 ~ 4 

5 
5 

5 
5 

2 
2 

3 ~ 5 
345 

2 
2 

2 
2 

3 
3 

5 
5 

2 :3 CD 5 
2 J 4 § 

2 3 (~ 5 

~ ~ ~ ~ 
2 3 CD 5 

~ ~ 85 ~ 
2 3 4 5 
23,$ 5 

~ ~ ~ : 
234 5 
2 3 ® 5 
234 S 
2 Q:) 4 5 
23. 5 
234 5 
234 5 

6 
6 

6 
6 

6 
6 

6 
6 

6 
6 

7 t><J. [ 
7 [ 1 [ 

7 t><l [ 
7 [ 1 [ 

7 [ 1 [ 
7 ~ [ 

7 [ 
7 [ 

] [ 
1 ( 

J 
1 

J 
J 

1 
] 

] 
J 

1 
J 

6 7 [ ] [ ] 
6 7.t=><J [ ] 
6 7 ~ [ ] 
6 7 [ ] [ 1 
6 7 [ ] [ 1 
6 7 [ ] [ ] 
6 7 [ J [ 1 
6 it><:![ 1 
6 7 ~ [ ] 
6 7[:>d[ 1 
6 7 [ ] [ ] 
6 7 [ 1 [ ] 
6 7 [ ] [ 1 
6 7t><!1[] 
6 7 [ ] [ ] 
6 7l;><][ 1 
6 7 [ J [ 1 
6 ~[ 1 [ ] 
6 [1 [ 1 
6 ., [ 1 [ 1 

2 
2 
2 

3 
3 
3 

: Cf : 7 [ J [ 1 
7[ It><J 
7 [ [ [ 1 4 ® 6 

1 

APPEARANCE 
1 SENERAL APPEARANCE 

ATTITUDE 
- 2 ACCEPTANCE ~ fEEDBACK - nO/PROGRAM 

3 ATTITUDE TOWARD POLICE WORK 
KNOWLEDGE 
4 KNOWLEDGE OF ntPARTHENT POLICIES AND PROCEDURES 

REFL~CTED fH VERBAL/WRITTEN/SIMULATED TESTING 
REFLECTED IN FJELD P£RFOR~NCE 

5 KNOWLEDGE Of CRIMINAL STATUTES 
REFLECTED ~v VERBAL/WRITTEN/SIMULATED TESTING 
REFLECTED IN fIELD PERF~MANCE 

6 KNOWLEDGE tf CITY ~DINANCES 
REFLECTED BY VERBAL/WRITTEN/SIMULATED TESTING 
REFLECTEO IN fIELD PERFORMANCE 

7 KNO!ll). EDGE Of TRAF F I C CODES 
REFLECTEO BY VERBAL/WRITTEN/S1MULATED TESTING 
REFLECTED IN FIELD PERFOR~NCE 

8 KNOWlED~E Of COOES Of CRIMINAL PROCEDURE 
REFLECTED BY VZRBAL/WRITTEN/SIMU~ATED TESTING 
~EFtECTED IN FIELD PERF~MANCE 

PERFQRMAItCE 
~ PRIVING SKILL: NORMAL CONDITIONS 

10 DRIVING SKILL: MODERATE ~D HIGH STRESS CON~ITIO~S 
11 ORIENTATION/RESPONSE TIME TO CALLS 
12 ROUTINE F~MS: ACCURACY/COMPLETENESS 
13 REPORT WRITING: ORGANIZAfION/DETAILS 
1. REPORT WRITING: GRAMMAR/SPELLING/NEATNESS 
15 REPORT WRliING: APPROPRIATE TIME USED 
16 FJELD PERF~MANCE: MON-S1RESS COtlDITIONS 
17 FIELD PERFORMANCE: STRESS CONDITIONS 
18 INVESTIGATIVE SKILL 
19 INTERVIEW/INtERROGATION SKI~L 
20 'SELFmlNITlATED FIELD ACTIVITY 
21 O:F ICER SAFETY: &£NERAL 
22 OFFICER SAfETY: SUSPECTS/SUS. PERS./PRISONtRS 
23 Ca.mOL Of CONFLICT: VOICE C(H\AND 
24 COtlTROL Of CONFLICT: PHYSICAL SKILL 
25 'ROBLEM SOLVING/DECISION MAKING 
26 RADIO: APPROPRIATE USE Of COOES/PROCEDURE 
27 RADIO: LISTENS AHD COMPREHENDS 
28 RADIO: ARTICULATION Of TRANSMISSIONS 
~ELATlONSHIPS 

29 WITH CITIZENS IN GENERAL 
!O WITH ETHNIC GROUPS OTHER THAN OWN 
31 WlTH OTHER DEPARTMENT MEMBERS 

_~3/!..S: __ TOTAL tUMUlES (f lEI£DIAI.. lRAINING TUE nus WEEK (NOTE SPECIfIC; R£HEDIAL PLANS) 

R.T. 
c.:J 

B 

-'-I 

8 
B 
B 
U 
Cj 

B 
LJ 

79 
v\ 



THE MOST SATISFACTORY AREA OF 
NUMBER .;l..G:, t ~i , 24g 
A SPECIFIC INCIDENT WHICH 
IS: E.X:;\?ER\·c~Qdr. AS A 

PERFORMANCE OF THE WEEK WAS RATING CATEGORY 

DEMONSTRATES PERFORMANCE IN THIS AREA e 
bIS~A.:lC.tt-E'S: IS VE.R.'r E\}\:t, E:")..JT. S.m..D~C;: 

( ~ J\..t...t- ~lZ.fi A.~eAS. 

7 
6 
5 

PREVIOUS WEEK 

4 "'= ====== 
3 
2 
1 

!'RESENT WEEK 

THE LEAST SATISFACTORY OF AREA OF PERFORMANCE OF THE WEEK WAS RATING 
CATEGORY NUMBER 2.'S' 

-:-:-:-~..",...,.,..,,--........,.. 

A SPECIFIC INCIDENT WHICH DEMONSTRATES PERFORMANCE IN THIS AREA 
IS: DE~\.Slol-.j (Ot.J TWO OQ.Q.~SlON~ I.w.UQ.,S I:>A-'iJ) APRIL 10) 10 

AI'S R 'E. s;T C[uV e~ (LE;S: WHo SMOl)Ln t--I-AV E RlE.Qe:.! \J ED SuM.MDJ...JS:.. RE~ PD~r,ED 
'!"O M'\\.JQR,P.D. A.~0,r)lr~T Wli'l-I Llu:.I+T~5-.t $19-E.1'-J o/IJ .ct-ll-87. 

7 
6 
5 
4 
3 
2 
1 

PREVIOUS WEEK 

DOCUMENTATION OF PERFORMANCE AND COMMENTS: 

CAT. NO. 

rRESErn WEEK 

I 

.;lS ,sEE eTa L.A..'<.KH,J!;. 1)·0. Q,s FoR A.)3p\JTC fJeg:, pb . C liES 
'\=r<.E 4? u t: f-.?T .::Tu D((,E I.A:.e:.NT E.R.I<. D~S: l h.) OFFE~C:ES CH-~e:..b. 
R.ES' Pc> ~')~E C!..o:D s;.~. is SAL l t-.l <1. W 1"'r"t4 P U ~ <...Ie g O\J E:~A..l,...~ 

WRITE ANY FURTHER COMMENTS ON NARRATIVE CONTINUATION FORM. 

THE METHOD(S) BY WHICH THIS TRAINEE'S 
REPORT REVIEW v/ 
RIDE-ALONG 

PERFORMANCE WAS EVALUATED: 

D.O.R. REVIEW ~ 
DAILY BRIEFING----~----
OTHER F.T.O.s 

RADIO TRAFFIC 
FIELD VISITS 
CONFERENCES 
BI-WEEKLY MEETINGS 
OTHER (EXPLAIN) 

\7 

~G~ ~.~ CL.~~ 
TRAINEE'S 
SIGNATURE 

4/10/86 

RATER'S 
SIGNATURE 

SUPERVISOR'S WEEKLY REPORT 

REVIEWER~S 

SIGNATURE 



SUPERVISOR'S WEEKLY TRAINING REPORT NO. [4--; 

v. 
CRIJIT st.Jf"ERVISOR STATION DATE 

INSTRUCTIONS: IN CCU;ItoItN C*E. I. TWE AREAS pqo"~OEC, 5IVE THE MINUTES 0 .. REMEDIAL TRAINING FOR THE WEEK. 

I" THE SEVEN COLUMNS LIST 'T'I'IE III£ClII.HT_S DIIIoII..V f>€R4'"CN<MAMCE IN EACH CATEGORY FOIIt THE WEEK. ON THE BACK, COMMENT 

ON THE RECRUIT'S S~ST ... 0 WEAKEST ~e:.AS ()1" PERFORMANCE FOR THE WEEK. NEXT, CII'CLE THE RECRUIT'S PROGRESS 

TO DATE. FINALLY, INDICATE ll'E: IIlEWEDUi.. 11R!6;I~ING PLIIIN~ED. THIS REPORT SHOULD IE SIGNED BV BOTH THE RECRUIT AND 

'niE SUPERVISOR, 

.EMEOIAL 
TRAINING 
MINUTES 

CJ 

CATEGORIES 

A.!='PEARANCE 

t GENERAL~ 

ATTITUDE 

Sllli MON 

\Itt! W -? r '6;;;;; 

DAILY RATINGS 

-
TUE WEe THU FR: 

W \f'J W· 0 
r S' S-

SA-l 
O· .- -1 

I 

B Z ACCEPTAMa.: Q4r ~.AOt-n'O ...o'ge .... 

3 ATTITUDE TO .. AItCl .-cua: WOftf( I M:lUTltla: I STftESS , c:o..-ux 
KNOWLEDGE 

::( t-lfl~lq I~J~ 
4 KNOW-... EDG£ Of' DVA4"T'loeDCT II'04.ICIES ... D '1IlOCEDU1tES 

REFLECTED ttY VEMlAL.' WIltITTDI / SIWvt..ATEO TESTtNG 

REt:'LECTED Itl '10.0 I"ERFORMANCE 

5 KNOWL.EDGE Of' THE 'DA&. CODE 

"[FLECTED ttY KMAL I W"ITTENI SIWULATED TESTING 

REFLECTED I. '-'D..O 'ERFORMANa: 

45 \CMOWL£DoGf: Of' TIC Y£HICLE CODE 

III£FLU:TD I'Y W:~AL I W"'TTDC I SIMUf..ATED TESTING 

MF\...ECTG I!Il "'0.0 'EIIlFO"",...,.a: 

PERFORWANCE 

7 OfitIVlMG SfULL: .o~AL COtlDITIOtIS 7 _ 

I:D"IVIMG SMLL: WOOEJtAT£ S11":55 CONDITIONS ._ 

D USE OF ST~EET GUIDE: ~DCTATlo.. SKILL/FIESPOHSE TIME TO c.au..s .-
'0 .-oUTINE FORMS: ACOJ"ACY I COWPLETEMES5 '0 -

tt "EPORT WRITING: OItG"'IZAT~/DETAlU"NTERVIEWI"G " _ 

t2 REPO"T WRITI.4G: u:vn. Of' IIs.-.G€/Glt.AMWA"/~ELLING/NEATWESS t2-
U REPO"T WRITING: ~.I ATE nlllE: 1,Isc) , n -
14 I"IEL..C ~ERFORM~: C*-STM:SS cce.cCTt<*S '4· 

'5 'IEU) PE"FOm......a: STfllESS CCt6C~TI_S ts -
16 SELf-INITIATED '-laJD ~''''''TY II -
" OFFICER SAFETY: UlIElfhIII.. 17. 

t8 OFFICElil SAFETY: .17"5 -.c/Oft NiSOtllltS ". 

19 CONTROL Of c.oeu:\.t<:T: lIOfa COWMNeO II -

~ CONTROL Of co.A.tCT: I'tfYSICAL SKILL ZCI -

21 PROBLEM ~VltIGl C€CISIOtC MNCI"~ Zt • 

22 ft~IO: Al'PRO"IItlATi: US«: Of coor.s/'~ 22-
23 "ADIO: I,.,ISTENS AMO COWl"ltDto.DS 23 -

24 RADIO: "RTI(;ULATW)eI Of'TftAHSMISSIOfiCS 24 -

~EL.ATIONSHI"S 

25 WITH CITIZENS hi GOIOlAL 
26 WITH ETHNIC COItQUPS OTHEft THAI« on 
Z7 WITH OTH£III DUAftTMENT MEMIERS 

'l " y --3 L 
41- r 
~- r 
~) .. ., 'I . 
tJ. 'f 

'" ---'-I f./ 
i.I CI 
u '" "'" -" -41 ~ 
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NARRATIVE COMMENTS 

• 
STRONGEST AREA(S) OF PERFORMANCE OF THE WEEK: NAe. yo 5 

LEVEL. ~,&' SEL.F ... ,INlnlJT;D 4aTlvl7'Y IS II&I<..'T' J.l1~1-I. 

WEAKEST AREA(S) OF PERFORMANCE OF THE WEEK: ;Die ~ e(.,EM"S 

wi ()el£IUTIIJ.T1~1J C()AlliAJUE. bOES AJar KAJCW 

- . 
A (, S () ~ (..)1 " t( SO A.A 6 1)1 ,c ,r'/ cJ u(":r'r' 1>£ 1/ e I" () "',(J ~ 
A- I, 12A./)1 0 &.A-12. ~ 

THE RECRUIT'S PROGRESS TO E;?ATE IS: (eirel UNSATISFACTORY 

REMEDIAL TRAINING PLANNED FOR THIS WEEK: c.o~ 1£,,-,~tR.-~ 

DR,\Vtkll) l. '( r:TO t4..k)b St4£. WlkL 1!.£ 

• 
'd),D Ol)t E.'LE.@Q."E.S IE: kSO U"P ~DUE~ I:..u'("' ,~ 

Ret:ruit Supervisor 
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EVALUATION MEETINGS 

Evaluation meetings (or bi-weekly evaluation sessions) are held 
every two weeks. All Field Training Officers currently assigned 
a trainee are required to attend unless excused by a field 
training supervisor. Attendance by other F.T.O.s is voluntary. 
The meetings provide an opportunity for F.T.O.s to discuss the 
performance of their trainee, problems encountered and the ways 
the F.T.O. solved those problems. The meetings provide a forum 
for exchanging ideas as well as information. 

An F.T.O. is expected- to discuss strengths, weaknesses, remedial 
training efforts, and suggestions for the future training of the 
trainee assigned to him or her. The F.T.O. shall complete a Bi­
Weekly Evaluation Session Report before the meeting. Each 
trainee in the program will be discussed in this manner. Field 
Training Officers who have worked around a particular trainee and 
have observed his/her performance may also offer information and 
suggestions. Each member attending the meeting is free to ask 
questions and suggest strategies. These meetings often become 
workshops and, therefore, are very helpful to new F.T.O.s wishing 
to gain insight into the problems inherent in training new police 
officers and the proper ways to resolve them. 

The evaluation meetings are not to be used to pass on rumors or 
opinions or discuss trainee personality. Only documented 
performance and performance related issues will be discussed and 
an air of constructive criticism must prevail. Inflammatory 
comments will not be tolerated, nor will unsubstantiated 
information. These sessions are meant to assist program 
personnel in resolving problems and to inform the Program 
Coordinator of the progress of each trainee. 

By having all F.T.O.s attend, evaluation meetings serve to 
alleviate the time wasted in "getting to know" a new trainee. An 
F.T.O. newly assigned to a trainee can begin working immediately 
on trainee problems as he or she has had previous briefings 
through the evaluation sessions. 

Evaluation meetings are also useful for disseminating 
administrative information, controlling rumors, and providing on­
going training for the F.T.O.s. For a further discussion on 
meeting format see Chapter VIII Supervisory Procedures. 
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ALTERNATE WEEKLY EVALUATION 

The Alternate Weekly Evaluation is a summary of the previous two 
weeks of trainee performance. Since this report is a recap, it 
speaks to performance in more general terms. The format is 
usually to note strengths, weaknesses, remedial efforts, and 
progress to date. This report is completed prior to the Bi­
Weekly Evaluation Session and should be used as the "agenda" for 
the F.T.O.'s discussion. 

1. Actual phase assignment at the time of evaluation. 
2. This is an opinion of the F.T.O. based on his or her 

observation~ of trainee performance. (A trainee with 
N.R.T.s listed on recent evaluations and no improvement 
would not be progressing satisfactorily while a trainee 
with significant improvement following N.R.T.s may in 
fact be progressing satisfactorily). 

3. Behind Schedule/On Schedule/Ahead of Schedule refers to 
the Trainee Checklist. 

4. Completed means that the trainee has been exposed to 
that particular task or skill and has been signed off. 
If there are areas which have not been signed off, then 
that particular week is not complete. (Example: If 
every page of the Trainee Checklist is signed off up to 
week 10, phase III, then that is as far as the checklist 
is presumed to be complete, "even if other tasks are 
Signed off for weeks later in the checklist. 

5. Narrative of report. In complex situations, a chrono-
logical narrative may be used or a category-by-category 
approach may be appropriate. 

v - 'C.7 
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ALTERNATE WEEKLY EVALUATION 

BOULDER POLICE DEPARniENT 

ALTERNATE WEEKLY EVALUATION 

TiAINEEI ___________ ,DATEI ______ PHASEI 1 
Ia the trainee prolrea.in, aatiafactorilv1 Yes~ No ___ _ 

Tbe trail_ 1& nowl Behind echedule __ On eChedUle-3- Ahaad of echedule __ _ 

The Trail':' Check Lin has been cC1Cl'leted to: Week R ____ PhAse-4-

Summarizil the trainee '. performance for thl! -pQst tvo wel!ks. Be specific about atren£ths 
end veakrl1!8Ses. Include examples. Rive remedial traininR efforts, and make recommendations. 

5 

F. T.O. ______ -:-~_TRAIN~. _______ --'SVPERVISOR _______ _ 
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._ 10 _ .. _ 40_ .. __ _ ..... _ 

BOULDER POLICE DEPARTMENT 

ALTERNATE WEEKLY EVALUATION 

TRAINEE: __ --.;G;....e..;;.r..;..,a..;;.ld~R_._N_ea_n_d_e_r __ .......:DATE: __ 9..;..,1_2_8_1 8_6 ___ ,PHASE : "'--__ I_I ______ _ 

Is the trainee progressing satisfactorily', Yes X No 

The trainee is now: Behind schedule ______ On schedule~ Ahead of schedule _____ 

The Trainee Check List has been completed to: Week 11 __ 6_ Phase II 

Summarize the trainee's performance for the past two weeks. Be specific about strengths 
and weaknesses. Include examples. give remedial training efforts. and make recommendations. 

Gerald is performing at a satisfactory level. He is about to complete his last two weeks 

of Phase II. His present assignment is general patrol. Watch III. 

1. STRENGTHS: Gerald's strongest areas of performance are officer safety, self-

initiated field activity, and attitude towards police work. 

'Gerald's officer safetv is very good at all times. He is able to temper the 

need for safety with the need to recognize dangerous situations. He does not relax 
e~--~------~~~------~-­

his guard, however, he does not over-emphasize his safety practices to the point 

that they distract from the job or annoy and offend the public. ---, 
Gerald's self-initiated activity is yery high. He maintains not only a satis-

factory quantity of self-initiated work, but quality as well. His F.r.s are appli-

cable to problem areas on the beat, normally conducted with people who do in fact 

have the potential for committing the crime in question. His traffic citations are 

for violations that cause accidents and they are written at locations where those 

accidents are occurring. Gerald does not try to focus on anyone particular area. 

rather he seeks to cover the entire spectrum of the job. 

Gerald has a great deal of enthusiasm for police work and it show. He genuinelv 

likes the job and the people he is working with. His enthusiasm is contagious and 

refreshing. 

WEAKNESSES: Gerald's major problem areas are orientation and response time to calls 

and report writing. 

Gerald does not know the city well at this time and should be using his map 

F.T.O. 64..tp TRAINEE Ct2f'c£.eA~ 
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book. He does not use the map book unless I mention it to himl rather he tends 

tends to wander around the city unti'l he finds the location, ·if at all. He has 

been advised numerous times not to do this and assignments have been given to him 

on worksheets to alleviate the problem. 

Gerald's report writing needs much improvement at this time. He is particu-

larly weak in the areas of completeness, organization. and time spent. His grammar 

and spelling are very good and needs no correction. He has been given several 

practice reports and has fhown some improvement. He needs to spend more time 

working on report writing and will do so over the next two weeks. 

3. REMEDIAL EFFORTS: I have given Gerald a tota.l of two hours remedial training 

in map book reading and response to radio calls. His assignments have been to 

trace routes on copies of the map book to destinations given by me and to spend 

some of his off duty time driving around the city so that he may become familiar 

with landmarks. He has been given one worksheet which he completed on time and 

in the proper manner. There has been some improvement. We will spend the next 

two weeks working on this specific problem. Gerald is receiving continual prac-

tice report exercises to work on during slow times and at home if he chooses. 

He is progressing in this area. These assignments will continue as needed. 

4. RECOMMENDATIONS: It is recommended that Gerald attend a night class offered at 

the Unjyersitv in business report writing. I will set the class UP for him and 

prepare the instructor -for Gerald's special needs. 
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FIELD TRAINING AND EVALUATION PROGRAr1 

REPORT EXEMPLAR COVER SHEET 

INSTRUCTIONS: The Field Training Officer who wishes 

to submit a sample of a report written by a recruit 

shall complete this cover sheet and staple it to the 

report being submitted. The packet shall then be 

attached to the Daily Observation Report. 

Date Report Written: 

Recruit Officer: 

Field Training Officer: 

Comments: (Describe why report is being submi tted) 



FIELD TRAINING AND EVALUATION PROGRAM 

FTO CRITIQUE FORM 

In an effort to ensure that the Field Training Officer maintains 
a high level of skill, performance and interest, this critique 
form is presented to the recruit officer for completion. It is 
to the FTOs benefit that he know the impression he ;s making on 
those he is training. It is the belief of the department that 
a FTO who ;s truly interested in doing his best would welcome 
this type of objective feedback. With this in mind, the recruit 
officer is requested to honestly appraise and evaluate his FTO 
in the areas listed below. FTOs will not receive these critique 
forms until the completion of the twelve-week cycle. You are 
asked to sign your name but signatures will be deleted from any 
copies presented to the training officer. Complete both parts! 

PAR TIt INS T R U C T ION S : P 1 ace yo I.' r F T 0 I S n a me i nth e b 1 a n k spa c e 
below. If you had more than one ~TO during the period being 
rated, place the name of the FTO you spent MOST of your "time with. 
Second, select the time period for which you are evaluating the 
officer. 

Your Field Training Officer 

Weeks 1 thru 4 Weeks 5 thru 7 Weeks 8 thru 10 Weeks 11 & 12 

1. The Field Training and Evaluation Program is primarily concerned with 
Training and Evaluation. Assign percentages (to total 100%) to the 
amount of effort your FTO exerts in each area. (Example: Training 50% 
Evaluation 50~) 

.,. 
TRAINING EVALUATION 

2. Using percentages again, indicate how you perceive your FTO relates 
to you. 

I am one of a number of pol ice recrui ts __ _ I am an individual --
PART II, INSTRUCTIONS: Circle one of the responses which are 
beneath each of the seven statements below. A circling of Poor 
or Fair MUST be explained on the line following. Average, Good, 
or Excellent ratings do not have to be explained. Please do not 
give one of the latter ratings just to avoid writing an explanation. 

ABOUT yaUR TRAINING OFFICER, HOW WOULD YOU RATE .... 

3. His ability aSIa police officer? 

Poor Fair Average Good Excellent B~ 
Explanation: 



----------------------------~ ________ • __________ ._a~ __________ =~ 

4. The example he sets for YOU? 

Poor Fair Average Good £xcel1ent 

5. His interest in imparting training material and information to YO. 
Poor Fair Average Good Excellent 

6. His knowledge of the training material covered? 

Poor Fa i \" Average Good Excellent 

7. His skill as an instructor/teacher/trainer? 

Poor Fair Average Good Excellent 

8., His ability to communicate with you? 

Poor Fair Average Good Excellent 

9. His application of honesty, fairness and objectivity in rating you? 

Poor Fair Average Good Excellent 

10. His overall attitude for the work he is doing? 

Poor Fair Average Good Excellent 

L ; s t the are a ( s) i n w hi c h you t h Ink you r F TOp u t s f a t~ t h his BE S T e f f 0 ,e 

List the area(s) in which you think your FTO puts forth his WORST effort 

Comment, if you wish, on the performance, abilities, etc. of your 
supervisors. (Sgts. and Lt.) 

YOUR NAME 10 NO. 

0.0 



EYALUATION QUESTIONNAIRE - END OF PROBATIO[ 

eTOdiyfs Date Date of Academy Graduation lour Academy Class Number 

This questionnair~has been developed by the Field Training and Evaluation Program to 
evaluate various aspects of the training given you in the Academy and the Field Training 
Officer Program (FTO). You are being asked to complete this questionnaire so that we 
can detennine if ''we've done right by you." The questions are not intended to point out 
your personal shortcomings, but designed to tell us which areas of training need improve­
ment. We come to you for these answers as you have now been in the field long enough 
to recognize which of your training was worthwhile and which might not have been so. 

The questions that follow are divided into three (3) sections. The first section has 
to do with the Academy (Phase I), the second with the FTO program (Phase II) and the 
third consists of general questions about Phases I and II combined. In each case, you 
will be given a number of responses and you are asked to circle the response most 
appropriate. If the question is one which you cannot truly answer because, (1) you don't 
know the meaning of a word, or words in the questions; (2) you have had no opportunity 
to judge or compare that which is being asked or; (3) the subject is one with which you 
are not familiar, so you may circle the response, "Can't Say." Otherwise, do the very 
best you can to pick one of the choices made available to you. 

Please remember that our goal in all phases of the training program is to produce the 
best police officers we can. By taking the few minutes necessary to objectively answer 
this questionnaire, you will assist us in reaching that goal. 

Explanation of Responses: 

1. Strongly Disagree 

4. Agree 

Thank you, 

Field Training and Evaluation Program 

2. Disagree 3. Halfway Between Disagreement and Agreement 

5. Strongly Agree 6. Can't Say 

Section I: The following questions pertain to your Academy training. Please make a 
written comment if you care to do so. Your comments may be continued on 
the back of the page, using the number of the question to identify the 
continuation. 

(1) I could have done without the Academy (and attended the FTO program only) and 
still do as good a job as I am doing today. 

1 2 3 4 5 6 

Conment 
------------------------------------------------------------~~------------------------------------



1. Strongly Disagree 2. Disagree 3. Halfway between Disagreement and Agreement 

4. Agree S. Strongly Agree 6. 'Can't Say 

(2) My Academy training was very meaningful in relation to the job I am doing now. 

1 2 3 4 5 6 

COl11llent --------------------------------------------------------------
(3) Upon.~ompletion of the Academy I was prepared emotionally for the job I am doing now. 

1 2 3 4 5 6 

Coninent ---------------------------------------------------------------
(4) The Academy was not long enough as far as I am concerned. 

1 2 3 4 5 6 

Corrrnent --------------------------------------------------------------
(5) The subject matter in the Academy was as complete as it could be. 

1 2 3 4 5 6 

Conment --------------------------------------------------------------
(6) The instructors in the Academay were equal in proficiency to those I had during 

the period of my fonna.l education. 

1 2 3 4 5 6 

Coirment 

(7) Sufficient emphasis was placed on each of the following subjects in your Academy. 
(indicate your opinion after each) 

A. City Employee Orientation 1 2 3 4 5 6 

B. Courtroom Procedure 1 2 3 4 5 6 

C. Crim'inal Law 1 2 3 4 5 6 

D. Department Rules & Regulations 1 2 3 4 5 6 

E. Driving Skills 1 2 3 4 5 6 

F. First Aid 1 2 3 4 5 6 

G. Laws of Arrest 1 2 3 4 5 6 
" 

H. Physical Training 1 2 3 4 5 6 e 



e 

--

e 

1. Strongly Disagree 2. Disagree 3. Halfway between Disagreement and Agreement 

4. Agree 5. Strongly Agree 6. Can't Say 

(7) Continued 

1. Police-Community Relations 1 2 3 4 5 6 

J. Police Procedures & Tactics 1 2 3 4 5 6 

K. Report Writing 1 2 3 4 5 6 

L. Search and Seizure 1 2 3 4 5 6 

M. Self-Defense Techniques 
a. with fireanns 1 2 3 4 5 6 

b. with baton 1 2 3 4 5 6 
c. without weapons (hand to hand) 1 2 3 4 5 6 

N. Telec~nunications 1 2 3 4 5 6 

(6) The degree of stress in my Academy was about right. 

1 2 3 4 5 6 

Corrment 

(9) M:>re people should be "washed out" during the Academy phase. 

1 2 3 4 5 6 

COIlIIlent 

Section II: The following questions pertain to the training you received while in the 
FTO program. Make corrments when you care to do so. 

(10) Training received in the PTO program was very meaningful in relation to the job 
I am doing now. 

1 2 3 4 5 6 

Comment ____ ~ ________________________________________________________ __ 

(11) The FTO program prepared me emotionally for the job I am doing now. 

1 2 3 4 5 6 

Comnent 

(12) The FTO program was too long. 
" 

1 2 3 4 5 6 

Corrment 



(13) The officers doing the training in the Fro program are a higher caliber policeman 
overall than those officers not in the program. 

1 2 3 4 5 6 

Carment 

(14) Upon completion of the FTC program, I was proficient in eavh of the following areas. 

A. Courtroom Procedure 1 2 3 4 5 6 

B. Criminal Law 1 2 3 4 5 6 

C. Department Rules and Regulations 1 2 3 4 5 6 

D. First Aid 1 2 3 4 5 6 

E. Laws of Arrest 1 2 3 4 5 6 

F. Police-Community Relations 1 2 3 4 5 6 

G. Police Procedures & Tactics 1 2 3 4 5 6 

H. Report Writing 1 2 3 . 4 5 6 

I. Search & Seizure 1 2 3 4 5 6 

.. T. Self-Defense Techniques 
a. with fireanns 1 2 3 4 5 6 

h. with baton 1 2 3 4 5 6 
c. hand to hand 1 2 3 4 5 6 

(15) The daily evalutaions in the FrO program were necessary to my gro~th as a police 
officer. 
1 2 3 4 5 6 

COI1I11ent 

(16) The FrO program ''washed out" people who should not have been discharged. 

1 2 3 4 5 6 

Conments 

(17) There was sufficient time available for beat activities and the training I was 
supposed to receive. 

1 2 3 4 5 6 

COITITlent 



1. Strongly Disagree 2. Disagree 3. Halfway between Disagreement and Agreement 

S. Strongly Agree 6. Can't Say 

(18) The FrO program was objective in making evaluations, judgments and decisions about me. 

1 2 3 4 5 6 

CoI1Inent --------------------------------------------------------------
(19) I could have done without the FTO program (attended the Academy only) and still 

do just as good a job in the field as I am doing today. 

1 2 3 4 5 6 

Cooment --------------------------------------------------------------

Section III: The following questions pertain to both phases of the training ... The 
Academy and the FrO Program. Please keeE in mind the overall training 
given lOU when lOU answer them. 

(20) I could have done without the Academy and FrO Program and still do as good a job 
in the field as I am presently doing. 

1 2 3 4 5 6 

Conment 

(21) From my observations, feelings, and the comments of others, I believe I am more 
proficient than non-Academy/FTO Program graduates in the following areas. 

A. Conmunity Resources 1 2 3 4 5 6 

B. Courtroom Procedure 1 2 3 4 5 6 

C. Criminal Law I 2 3 4 5 6 

D. Department Rules & Regulations I 2 3 4 5 6 

E. Driving Skill 1 2 3 4 5 6 

F. First Aid I 2 3 4 5 6 

G. Laws of Arrest I 2 3 4 5 6 

H. Physical Conditioning 1 2 3 4 5 6 

I. Police-Community Relations I 2 3 4 5 6 

J. Police Procedures & Tactics 1 2 " 3 4 5 6 

K. Report Writing I 2 3 4 5 6 



1. Strongly Disagree 2. Disagree 3. Halfway between disagreement and Agreement 

4. Agree S. Strongly Agree 

(21) Continued 

L. Search & Seizure 

M. Self-Defense Teclmiques 
a. with firearms 
o. with baton 
c. hand to hand 

1 

1 

1 

1 

2 

2 

2 

2 

3 

3 

3 

3 

6. Can't Say 

4 

4' 

4 

4 

5 

5 

5 

5 

6 

6 

6 

6 

(22) There is no difference in the treatment I reveive from officers who did not attend 
either the Academy or the FTO Program and that which I receive from those who did 
receive the training. 

1 2 3 4 5 6 

Cormlent ----------------------------------------------------------------
(23) If you were given the authority and resources to change the Academy program any 

way you saw fit, what would you do? ----------------------------------------

(24) If you were given the authority and resources to change the FTO Program, what 
changes would you make? ____________________________________________ _ 

Did you have prior experience before coming to the San Jose Police Department? 
If ''Yes'', how many months: 

My present assignment is (Patrol, Records, etc.) ----------------------------
Once again, we thank you for your time and interest in helping us to help you and 
those who will follow you. Please return your completed questionnaire to the 
Commanding Officer, Field Training and Evaluation Program. 



FIELD TRAINING OFFICER - APPLICATION FORM 

Instructions: Complete each inquiry below. If not applicatble, mark 
N/A. Applications should be returned to the Lieutenant commanding the 
Field Training and Evaluation Program. All applicants will be advised 
of the status of their application and the selection procedure which 
follows its submission. 
* • * • • * * * * * • • * * * * • * • * * * * * * * * * * * * * * * * * 
1. Applicant's Name 

...... La-s t.,...-----· 
1. D. # 

First Middle 

2. Date of Appointment ----------------- to San Jose Police Department 

Other Agencies 3. Police Experience: SJPD 
Months Months 

4 • W h a tl 0 the rag e n c i e s (i fin d i cat e d ) ? 

5. List any teaching, training or supervisory experience that you have 
had in law enforcement, military or private enterprise. 

6. Do you possess a teaching er.e:de:ntial.? Yes __ . 'No' __ 

what type of credential? 

If yes, 

7. Present Assignment: Shift ---- Team # --- Days Off __ _ 

Present Supervisor Please list the last two 

supervisors and the dates you worked for them. --------------------

8. Date of this application Have you previously applied 

for FTO? Yes ~o When? 

No If yes, please 9. Do yOU speak any foreign languages? Yes 

list which ones and estimate fluency. 
------~--------------------

10. Your birthdate ---------- Home phone ---------------------
11. List training courses you have attended (other than basic academy) 

and indicate dates of attendance. 

Thanks for applying! 



-- ----~-~ 

FTO APPLICANT EVALUATION 

APPLICANT: DATE INTERVIEWER: 
~-------------- ----------- ---------------

1. MOTIVATION Based on \A/hat you consider as "acceptable motivation(s)", 
the respon~e most appropriate for this candidate. 

circle 

Unacceptable 
Motivation(s) 
Comments: 

(1) (2) (3 ) (4) (5) (6) (7) Acceptable 
~1otivation(s) 

2. SELF-EXPRESSION Does this applicant express himself and his ideas well? 
Expresses self 
& ideas poorly 
Comments: 

(1) (2) (3) (4) (5) (6) (7) Expresses self 
& ideas well 

3. TRAINING EXPERIENCE To what degree do you feel that this applicant1t 
training (supervisory) experience is commensurate with the needs of the 
Training and Evaluation Program? 

Field 

Experience not 
Commensurate 
Comments: 

(1) (2) (3) (4) (5) (6) (7) Experience is 
Commensurate 

4. REQUISITE KNOWLEDGE Consider the following: Knowledge of duties, Duty Manual, 
Penal Code, Vehicle Code, Municipal Code, Case Law, General Orders. 
Does not possess () 
requisite knowl. 1 (2) 

Comments: 

Speci fi c Errors: 

(3) (4) (5) (6) (7) Possesses req­
uisite knowl. 

5. APPEARANCE/PERSONAL HABITS To what degree would you expect that this appli­
cant1s appearance and personal habits will have a "positive" effect on the 
recruit? 
Negative Effect 
Comments: 

(l) (2) (3) (4) (5) (6) (7) Positive Effect 



6. PERSONALITY What effect do you anticipate this applicant's personality 
will have on the recruit. 
A negative 
effect 
Comments: 

(1) (2) (3) (4) (5) (6) (7) A positive 
effect 

7. OVERALL EVALUATION Inyou.ropin;on, do you feel that this applicant would 
be an effective Field Training Officer and a contribution to the Field 
Training and Evaluation Program? 
Ineffective FTO, 
not a contributor (1) (2) (3) (4) 
to the program 

(5) (6) (7) 
Effecti ve FTO, 
Good contributor 
to the program 

Comments and rationale for rating: 

NOTES 

Preliminary Ranking '----
Final Ranking _____ _ 

Interviewer's Signature 

qq 



FIELD TRAINING AND EVALUATION PROGRAM 

SUGGESTED QUESTIONS ~ FlO INTERVIEW 

I. How OLD ARE yOU? 

2. YOUR MARITAL STATUS? 

3. How LONG ON THE DEPARTMENT? 

4. PREVIOUS EXPERIENCE? 

5. ANY rEACHING EXPERIENCE? 

6. EDUCATIONAL BACKGROUND? 

7. WHY DO YOU WANT TO BE A TRAINING OFFICER? 

8. DESCRIBE WHAT YOU THINK A TRAINING OFFICER'S ROLE WOULD BE. 

9. WHAT ARE YOUR FEELINGS ABOUT WOMEN IN THE UNIFORMED FIELD FORCE? 

10. WHAT DO YOU FEEL SAN JOSE OWES YOU AS AN EMPLOYER? 

II. WHAT DO YOU FEEL YOU OWE SAN JOSE AS AN EMPLOYEE? 

12. DEPENDING ON YOUR FEELINGS) COULD YOU OBJECTIVELY EVALUATE 
THE PERFORMANCE OF A WOMAN POLICE OFFICER? 

13. ASSUMING YOU HAVE A 3-MONTH PERIOD WITHIN WHICH TO JUDGE A 
RECRUIT) HOW LONG DO YOU THINK IT WOULD TAKE YOU TO DETERMINE 
HE I S "UNABLE TO ME.ET MI N I MUM STANDARDS AND OUGHT NOT TO BE 
RETAINED?" 

• 14. IN WHAT AREA DO YOU THINK A RECRUIT MOST OFTEN FAILS? 

15. WHAT QUALITIES WOULD YOU LOOK FOR IN A RECRUIT? 

16. How WOULD YOU GO ABOUT STRENGTHENING A RECRUIT'S WEAKNESS 
IN KNOWLEDGE OF THE TEN-CODE? 

17. WHAT PHILOSOPHY WOULD ATTEMPT TO IMPART TO THE RECRUIT ABOUT 
MINORITIES? 

18. You CONSIDER AN ORDER ISSUED VIA THE CHIEF'S OFFICE TO BE 
"RIDICULOUS". How WOULD YOU RELAY YOUR FEELINGS ABOUT THE 
ORDER TO THE RECRUIT? 

19. WHAT WOULD YOU CHANGE IN THE DEPARTMENT IF YOU HAD THE OPPOR­
TUNITY "[0 DO SO? 



20. You ARE GIVEN A ROUTINE CALL ANDJ UPON ARRIVALJ ARE TAKEN 
ro TASK BY THE RP BECAUSE HE CALLED IN 2 HOURS AGo. YOUR 
REACTION TO THE RP WOULD BE WHAT? 

21. IF You WERE NOT ONE OF THE TRAINING OFFICERS CHOSEN) WHAT 
WOULD YOUR REACTION BE? 

22. COULD You OFFER THE PROGRAM A YEAR'S COMMITTMENT? 

23. WHAT IS YOUR INTERNAL AFFAIRS RECORD? 

24. WHAT IS THE ONE BEST OR BIGGEST QUALITY THAT You COULD 
BRING TO THE TRAINING PROGRAM? 

25. WHAT IS YOUR BIGGEST FAILING? 

26. ARE You AWARE OF THE CONCEPT OF DIFFERENT RATES OF LEARNING? 

27. How FAMILIAR ARE You WITH THE CONCEPTS AND PROGRAMS OF "PARITY") 
"AFFIRMATIVE ACTION" AND "SELECTIVE CERTIFICATION"? 

28. VARIOUS QUESTIONS TO TEST CANDIDATES KNOWLEDGE OF THE PENAL 4It 
CODE J VEHICLE CODE) COURT DECISIONS ETC. I 

lO I 



THE LAWS OF LEARNING 

You have, no doubt, heard of l or perhaps seen, the "Principles of 
Learning". There are many, but the most important of these are 
listed below. We call these principles "LAWS" and, like other 
laws that we know, they have evolved over the years from 
experimentation, observation and application. We find these laws 
particularly applicable in the recruit-Field Training Officer 
relationship. The theory from which these laws developed 
represents the increased influence of psychology and 
psychologists in the learning process. 

ASSIGNMENT: Review each 
supervisor contributes to 

of the following. Determine how the 
the achievement of these principles. 

THE LAW OF MOTIVATION In almost any learning that 
takes place there is some motivation ••• some need or desire to 
learn ••• on the part of the learner. A person with no desire 
whatever to ~earn a task isn't likely to learn it well. 

THE LAW OF REWARD (EFFECT) We tend to learn those 
which lead to some reward and tend not to learn those 
which lead to punishment or have no effect at all. 

things 
things 

learn best and fastest if 
we're prepared ••• set ••• t~- learn. Ideally, learning is most 
effective when we're phys.ically set (eyes and ears open and 
working) and mentally set (interested in the topic, convinced of 
its importance, and enthusiastic about it). 

THE LAW OF READINESS OR SET We 

THE LAW OF MEANINGFULNESS Employees learn more easily 
those things which make. some sense to them in terms of what is 
expected on the job. Tasks which don't seem to mean anything or 
don't relate to other jobs are unlikely to be learned well. 

learn new things in terms 
of what is already familiar to us. Learning is extremely 
difficult when we can't associate the new knowledge with 
something we already know. 

THE LAW OF ASSOCIATION We 

THE LAW OF SIMPLICITY In general (but not always) 
people learn better when the instruction is given in an orderly 
manner, one easy step at a time, rather than all at once. 

THE LAW OF FEEDBACK People learn best when they 
know how well they're doing at learning a new job task. Unless 
you know what mistakes you're making, it's hard to correct. 
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INSTRUCTIONAL TECHNIQUES, AN INTRODUCTION 

Field Training Officers interested in transmitting skill and 
knowledge to others must answer three important questions. What 
should be taught? What materials and procedures will work best 
to teach what we wish the student to learn? How will we know 
when we have taught it? Not only must these questions be an­
swered to instruct effectively, they must also be answered in the 
order they are listed. 

Once course objectives are developed, lesson plans and the dura­
tion of the lessons must be established. Instructional methods 
that enable police candidates to progress more rapidly toward the 
course objectives should be used. Moreover, procedures to evalu­
ate the trainee's progress toward the objectives should be imple­
mented. 

The course objectives must be communicated to the learner. He or 
she must fully understand them, recognizing that a clearly stated 
objective succeeds in communicating to the learner a visual 
conception of a successful trainee's skills at the end of a 
course or at the end of part of a ~ourse. objectives are fully 
realized only when the trainee can demonstrate competence. A 
statement of specific course objectives is not sufficiently 
explicit unless it indicates how the instructor intends to sample 
understanding. The teacher must describe what the learner will 
be asked to do to demons trate his understanding. Thus, the 
statement that communicates best will be one that describes the 
expected terminal behavior of the trainee. Such a statement 
should identify and define the desired behavior as well as speci­
fy the criteria of acceptable performance. 

Specifying the minimum acceptable level 
objective creates a performance standard 
tional programs can be assessed; it can 
tained whether or not a program has been 
the instructional intent. 

of ability for each 
against which instruc­
then be readily ascer­
successful in achieving 

One of the most successful ways to indicate a lower limit of 
acceptable performance is to specify a time limit for completion 
of an activity. For example, the evaluation of rapid fire on a 
pistol course is directly contingent upon completion within a 
specified period of time. Time limits often are imposed upon 
trainees more informally when they are told how much time will be 
allowed to complete a written examination. 

Time limits and 
essential. What 
method to measure 
course objective. 

minimum numerical scores are not necessarily 
is essential is there be a reliable, accurate 

trainee performance according to the stated 

There is no magic formula to determine the most effective teach­
ing technique for a specific subject. The Los Angeles Police 
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Department has found that videotape, audiotape, and programmed 
texts, supplemented by lecture, may be the most effective teach­
ing techniques to employ. 

Research reveals that partid.pating students learn more effec­
tively than non-participating students. The more a person par­
ticipates in an incident, the better he becomes in handling its 
demands. providing, of course, that his responses are accompanied 
by effective critiques. If participation is to be effective, 
students should acquire basic knowledge prior to the formal 
training sessions. Homework assignments may assist in the acqui­
sition of this foundation. 

Because individuals learn at different speeds, standardized 
programs can hold some students back while others move ahead. 
Self-paced, individualized programs of instruction are a method 
for overcoming the learning rate problem. The individualized 
instructional technique must be goal-oriented; there must be a 
clear definition of what the student will be able to do after the 
training. 

Field Training Officers should plan lecture, discussions and 
individualized programs carefully. Well thought out lesson 
plans, utilizing visual aids and demonstration, should be used as 
aids to teaching as well as for the promotion of standardized 
training. An acceptable standard in the field of vocational 
education is the Five Step Teaching pOrocess. These five steps 
are: (1) Rehearsal ••• tes ting the compe tency of the lesson plan 
through others; (2) Preparation (also known as the "Introduc­
tion") ••• ~reparing the student's mind to receive the information; 
(3) Presentation ••• giving the student new knowledge or demon­
strating the new operation through an organized lesson plan; (4) 
Application ••• giving the student an opportunity to apply his 
newly gained knowledge; (5) The Test or Summary ••• checking the 
ability of the student to perform the operation or to apply the 
knowledge in a new situation. 
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INSTRUCTIONAL TECHNIQUES PART I 

FUNDAMENTALS OF LEARNING 

Before we can begin to understand the fundamentals of teaching, 
we must first look and see how a person learns. Therefore, this 
section on Instructional Techniques will be divided into two 
parts l)How People Learn and 2)Effective Teaching Methods. 

HOW PEOPLE LEARN: The general purpose of all instruction is to 
help the student learn. Fundamentally then, the instructors work 
to see that learning occurs. When learning takes place we can 
say the objective to effect behavioral change happens. When the 
Field Training Officer enters this field of endeavor, the 
professional must consider his own goals in the conduct of field 
instruction. He must ask himself "What must the FTO strive to 
accomplish?" 

Education has three distinct purposes; the discovery of new 
knowledge, the dissemination of existing knowledge, and the 
translation of facts and knowledge into a practical application 
of action on the part of the studeOlt. This then is the basic 
nature of the Field Training Officer. Armed with knowledge and 
skill, the FTO approaches the recruit officer with the 
responsibility to teach him to perform. professionally as a solo 
unit according to the facts and law applicable within the 
situation. Field Training, a critical extension of the 
formalized training setting of the academy, is therefore mainly a 
communication problem. 

Communication is known to take place at several levels. 
Information may be simply transmitted and received. Some 
students may receive a communication and even be able to recite 
it ve r bat i m , but com pre hen s ion has not t a ken pIa c e • Th is is an 
example of the lowest level of learning. Communication at the 
understanding level goes far beyond the receipt of information; 
ideas must be comprehended. Understanding is a higher type of 
communication than is the mere acquisition of facts. However, to 
be effective the FTO must go beyond this level of communication. 

Effective communication requires information to be presented in 
such a manner as to effect the behavior of the student. The FTO 
who directs his student within a police situation/problem, and as 
he does so, explains the effects of legal status, discretionary 
principles and departmental" policies, is controlling the student 
recruit"s behavior and at the same time building a structural 
understanding of the corrected procedures to implement. In this 
manner, the communication of instruction goes directly to the 
action required and the reason for it. If properly presented and 
explained, after the conclusion of the situation, on the basis of 
all attending circumstances known to the student, this will lead 
to effecting learning. 
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Theoretically speaking, learning is sometimes defined as changes 
in behavior which result from experiences. This, of course, is 
somewhat of a loose definition and must be remembered as such 
because changes in behavior also result from other causes sllch as 
mental strain, physical fatigue or even maturity. It is often 
said a baby first learns to eat by drinking milk and then learns 
to crawl and finally walk. It would be unrealistic to feed a 
baby a steak under the assumption only learning is necessary. 
The body of course, requires the facilities as well as abilities 
to perform a given function. So, in a practical sense, learning 
may be said to have occurred when a student's actions and 
behavior are governed by all relevant information known to him at 
the time. Consequently an instructor must be sensitive and 
knowledgeable of some of the factors which are involved in and 
effect the development of this learning. 

PERCEPTION & INSIGHT: Perception is the basis of, or for, all 
learning. Bits of information, called perceptions are directed 
to the brain by a combination of the senses. The senses are the 
doors to the brain. In becoming a police officer these senses 
begin to playa major role in the development of maturity. The 
recruit's use of all his perceptive abilities is extremely 
important and the culturing of these tools is essential for the 
FTO to pay particular attention to, because from the standpoint 
of learning, behavior is the end result and the goal of the 
perceptions to which he is introduced. 

Perceiving involves more than the receipt of sights and sounds. 
Perceptions result when a person gives meaning to the sights and 
sounds which come his way. People base their actions on the way 
they believe things to be. The trained, experienced police 
officer receives quite a different perception from observing a 
diabetic undergoing a diabetic shock, from that received by the 
inexperienced student who will relate his observations to 
elements of intoxication. 

• Real meaning comes only from within a person, even though the 
sights and sounds which evoke those meanings come through the 
eyes and ears, nose or touch. Because the meaning which is 
derived from the information furnished by the senses may depend 
on many factors within each person concerned, and because 
perceptions are the basis of all learning, a knowledge of the 
factors which affect the perceptual process is very important to 
every FTO. 

Among the vitally important factors which affect a student's 
perceptions are: 

1) His Physical Organism 
2) His Needs and Requirements 
3) His Goals & Values 
4) His Self-Concept 
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5) The Time & Opportunity for Perception 
6) The Element of Threat 

The PHYSICAL ORGANISM is the vehicle by which the individual 
becomes aware of and operates within the world of which he is a 
part. As a police officer, a person must be able to utilize his 
senses to the degree of immediate response adequate within the 
existing circumstances and situation. A person whose perceptual 
apparatus distorts reality is denied consideration to serve the 
community through law enforcement. 

Man's BASIC NEED is to maintain and enhance his organized self. 
The self is complete. It is his past, present, and future 
combined; it is both physical and psychological. Man"'s most 
fundamental, pressing need is to preserve and perpetuate this 
self. All his perceptions are affected by this need. 

Just as the foods one eats and the air one breathes become the 
physical self, so do the sights one sees and the sounds one hears 
become the psychological self. Psychologically, we are what we 
perceive. A man has physical barriers which keep out those 
things which would be damaging to his physical being, such as 
blinking at an arc welder or flinching from a hot iron. So, 
likewise, he has perceptual barriers which block those sights, 
sounds, and feelings which threaten him in a psychological way. 

Helping people learn, then, requires finding ways to aid them in 
developing better perceptions in spite of their defense 
mechanisms. Since man"'s basic need is to maintain and enhance 
his self, the instructor must recognize that anything he asks of 
the student which may be interpreted by the student as imperiling 
this self will be resisted or denied. To teach effectively, it 
is necessary to work with this life force rather than to try to 
go against the grain. 

Perceptions depend on one's GOALS AND VALUES. Every experience 
and sensation which is funneled into one"'s central nervous system 
is colored by the individual's own beliefs and value structures. 
Spectators at a ball game may "see" an infraction or foul 
differently depending on which team they support. The precise 
kinds of commitments and philosophical outlooks which the student 
holds are important for the FTO to know, since this knowledge 
will assist him in predicting how the student will interpret the 
experiences and instructions he receives. 

Motivations are also a product of one"'s value structure. Those 
things which are more highly valued and cherished are pursued; 
those which are accorded less value and importance are not sought 
after. Motivations are one of the most important factors in 
learning. They are affected by many other factors also, and will 
be discussed in some detail later in this section. 

SELF-CONCEPT, how a person pictures himself, is one of the most 
powerful determinants in learning. A student's image of himself, 
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have a 
If the 

himself as 

described in such terms as "confident" and "insecure", 
great influence on his total perceptual process. 
student's experiences tend to support his own image of 
a police officer~ he tends to remain receptive to subsequent 
experiences. If the learner has negative experiences which tend 
to contradict or" destroy his self-concept, he tends to reject 
additional training. 

Negative self concepts inhibit the perceptual processes by 
introducing psychological barriers which tend to keep the 
student from receiving them and then perceiving what the 
instructor intends. They may even inhibit the ability to 
properly implement that which is perceived. That is, they affect 
unfavorably the ability to do. Learners who view themselves 
positively, on the other hand, are less defensive and more ready 
to "digest" experiences by assimilating all of the instructions 
and demonstrations offered. Self-concept affects perception. 

It takes TIME AND OPPORTUNITY to perceive. Learning some things 
depends on other perceptions which have preceded these learnings, 
and on the availability of time to sense and relate these new 
things to the earlier perceptions. Thus, sequence and time are 
necessary. Making the most effective use of the time available 
as well as exposure to as many different police experiences 
within the allotted time is a basic problem. Many factors, in 
addition to the length and frequency of training periods, affect 
the rate of learning. The effectivenesp of the use of a properly 
planned training syllabus is proportional to the consideration it 
gives to the time and opportunity factor in perception. 

THREAT RESTRICTS PERCEPTION. Fear adversely affects a student~s 

perception by narrowing his perceptual field. Confronted with a 
threat, the student tends to limit his attention to the 
threatening object or condition he has recognized. His field of 
vision, for example, is reduced when he is frightened; and all of 
his perceptual faculties are focused on the thing which has 
generated his fear. 

Learning is a psychological problem, not a logical one. Trying 
to frighten a student by threatening him with unsatisfactory 
reports or reprisals -may make sense logically, but is not 
effective psychologically. The effective instructor is one who 
can organize the logic of his teaching to fit the psychology of 
the learner. If the situation ever seems to overwhelm him, the 
student feels unable to handle all of the factors involved, and a 
threat exists. So long as he feels capable of coping with the 
situation which he recognizes, each new experience is viewed as a 
challenge. . 

Realizing that behavior is a function of the way in which the 
individual perceives, and knowing that perceptions are affected 
by any and all of these factors enables a good instructor to 
facilitate the learning process by avoiding any actions which 
negate the attainment of teaching goals. Teaching is 
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consistently effective only when these factors which influence 
perceptions are recognized and taken into account. 

INSIGHTS involve the grouping of perceptions into meaningful 
wholes. Evoking these insights is the instructor's major 
responsibility. To insure that these occur, it is essential to 
keep each student constantly receptive to new experiences, and to 
work to help him realize the way that each piece relates to all 
other pieces of the total pattern of the task to be learned. 

As an example, a trained officer will detect DWI suspects 
primarily by his powers of observation of the suspect vehicle and 
the manner in which it is being driven. An example of this will 
be failure to obey traffic laws, erratic driving, weaving, etc. 
Upon stopping the vehicle and contacting the driver, the officer 
will then be alerted to look for elements of a driver under the 
influence. This is generally done by observing the driver's 
movements, staggering gait, confusion, disorientation, slurred 
spef!ch, bloodshot eyes and a strong odor of liquor upon his 
breath. Once this has been observed, the probable cause exists 
for arrest for operating under the influence of intoxicating 
liquor. However, be careful, a person undergoing insulin shock 
wi1l react in almost the exact same manner and yet not be under 
the influence of any drug or liquor. If a driver stopped is 
conducting himself as described above,_ experience will teach an 
officer to pay particular attention to the driver's eyes and his 
mental attitude. These areas should tip off an experienced 
officer to get medical aid immediately and not arrest. 

Understanding the way in which each of these factors may affect 
all of the others, and knowing the way in which a change in any 
one of them may affect changes in all of the others is imperative 
to true learning. This mental relating and grouping of 
associated perceptions is called insight. Insight is basic to 
true learning. 

Insights will almost always occur eventually, whether or not 
instruction is provided. For this reason it is possible for a 
person to become a police officer by trial and error if he 
supervises his exploratory actions, just as one may become a 
lawyer by "reading law". Instruction, however, speeds this 
learning process by teaching the relationship of perceptions as 
they occur, and so promoting the development of insights by the 
student. 

As perceptions increase in number and are assembled by the 
student into larger "blocks" of learning to become more insights, 
learning becomes more and more meaningful to him, and more and 
more permanent. Forgetting is less of a problem when there are 
more anchor points to which one can tie his insights. It is a 
major responsibility of the instructor to organize his 
demonstrations and explanations and the directed student 
practice, so that the learner has better opportunities to 
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understand the interrelationships of the many kinds of 
experiences he has perceived. Pointing out the relationships as 
they occur, providing a secure and non-threatening environment in 
which to learn, and helping the student officer acquire and 
maintain a favorable self-concept are most important. in fostering 
the development of insights. 

MOTIVATION: Motivation is probabiy the dominant force which 
governs the student's progress and ability to learn. Motivations 
may be tangible or intangible; they may be negative or positive; 
they may be very subtle and difficult to identify; or they may be 
obvious. 

Negative motivations are those which may engender fears, and be 
accepted by the student as threats. While they have their uses 
in limited situations, such as the instruction of "captive" 
groups, they are not characteristically as effective in promoting 
efficient learning as are positive motivations. 

Positive motivations are provided by the promise or achievement 
of rewards. These rewards may be personal or social; they may 
involve financial gain, satisfaction of the self-concept, or 
public recognition. Some motivations which can be used to 
advantage by the instructor include the desire for personal gain, 
the desire for personal comfort or security, the desire for group 
approval, and the achievement of a favorable self-image or sense 
of achievement. 

The desire for personal gain, either the acquisition of things or 
position, is a basic motivation for all human endeavor. A man 
may be motivated to dig a ditch or to design a supersonic 
airplane by only the desire for financial gain. 

Students are like all other workers in wanting a tangible return 
for their efforts. If such a motivation is to be effective, they 
must believe that their "take home pay" is worthwhile, and that 
their efforts will be suitably rewarded. These rewards must be 
constantly apparent to the student during his instruction, 
whether they are to be financial, self-interest, or public 
recognition. 

Many lessons with objectives which are not obvious will payoff 
well during later instruction, but the student does not 
appreciate this fact. It is important for the instructor to make 
him aware of those applications which are not immediately 
apparent if the student's motivation is to be maintained. 
Likewise, the devotion of much time and effort to drill and 
practice on operations which do not directly contribute to 
competent performance as 8P officer should be avoided. 

The desire for personal comfort and security is a motivation 
which is oftpn inadequately appreciated in Field Instruction. 
All students want secure, pleasant conditions and states of 
being. If they recognize that what they are learning may promote 
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this objective, their interest is easier to attract and hold. 
Insecure and unpleasant training situations retard learning. 

All people want to avoid pain and suffering. The student officer 
will apply himself generally to learning actions and operations 
which he realizes may prevent injury or even save his/her or 
another"'s life. This is especially true when he knows that the 
ability to make quick decisions, or to instinctively act 
correctly in an emergency results from adequate learning. 

The attractive features of the activity to be learned can provide 
a powerful motivation. Students are anxious to learn skills 
which may be used to advantage in a pleasant hobby or vocation. 
If they can be made to understand that each learning task to 
which they are directed will be useful in preparing for the 
activities for which they undertook police training, they will be 
eager to pursue it. 

Group approval is a strong motivating force. Every man wants the 
approval of his friends and superiors. His interest can be 
stimulated and maintained by building on this natural force. 
Most students enjoy the feeling of belonging to a group and are 
interested in attaining an' accomplishment which will give them 
prestige among their fellow students. If the student respects 
his instructor as a person and has confidence in his ability, he 
will also value his approval. 

In police instruction, the use of group approval as a motivating 
force extends to wha,t we call "snob appeal". The ability to solo 
a police unit (patrol car) still conveys to a person a certain 
distinction among his circle of rookies. The instructor must be 
careful not to destroy this effect by belittling his student"'s 
ability in front of his friends, and may even use a favorable 
exposition of the student"'s accomplishments to interest 
additional students in learning to become officers. 

In group instruction, praising and giving credit to students who 
have performed well not only encourages those praised, but also 
motivates others in the group to greater efforts. 

Every man seeks to establish for himself a favorable self-image. 
This self-image may be submerged in a feeling of insecurity or 
despondency which results in expression of self negation. 

Fortunately, there is somewhere within each person who addresses 
himself to any task the belief that he can succeed under the 
proper combination of circumstances and good fortune. It is this 
belief in his own capability and desire to confirm it which can 
be the most powerful motivating force for any but the genuinely 
timid student. 

This motivation can best be fostered by the instructor through 
the introduction of perceptions which are solidly based on facts 
previously learned, and which are easily recognized by the 
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student as achievements in learning. Each additional block of 
learning toward the insight to be developed and toward the 
ultimate goal contributes to the confirmation process and 
confidence is achieved, and advances can be more rapid and the 
resulting motivation will be strengthened. 

Negative motivations in the form of reproof and threats should be 
avoided with all but the most overconfident and impulsive 
students. Positive motivations are essential to true learning. 
Slumps in learning are often due to slumps in motivation. 
Motivation does not remain at a uniformlY high level, and may be 
influenced by outside influences such as physical or mental 
disturbances, or inadequate instruction. The instructor must 
tailor his instruction to the maintenance of the highest possible 
level of motivation, and should be alert to detect and counter 
relapses in motivation which originate away from the department. 

OBSTACLES TO LEARNING: Obstacles to learning are numerous and 
varied. They may range from disinterest and distractions to 
complete mental blocks, and may originate with such different 
sources as the student's family troubles and his misconceptions 
based on previous instructions. Among those obstacles which are 
common to police instruction, and which have been recognized as 
major factors to be considered by instructors are: 

a. A student's feeling of unfair treatment. 
b. Impatience to proceed to more interesting operations. 
c. Worry, or lack of interest. 
d. Physical discomfort, illness, or fatigue. 
e. Apathy fostered by poor instruction. 
f. Fear, anxiety or timidit:y. 

A student who believes that his instruction is perfunctory, or 
that his efforts are not conscientiously considered and evaluated 
will not learn well. If a student develops the idea that his 
presence is welcome to the in~;tructor only for the additional 
money he brings in, or that his instructor would rather spend his 
time with other students or at other duties, his motivation will 
suffer no matter how intent he is on learning. 

Motivation will also suffer when a student believes that his 
instructor is making unreasonable demands for performance and 
progress. The aSSignment of goals which the student considers 
difficult but possible usually provides a challenge which 
promotes learning. The assigning of impossible goals discourages 
the student, diminishes his efforts to perform adequately, and 
retards the learning process. 

Impatience is a greater deterrent to learning than is generally 
recognized. The impatient student fails to understand the need 
for preliminary training, and seeks only the ultimate objective _ 
without considering the means necessary to reach it. Becoming an ~ 
efficient police officer, as with every other complicated human 
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endeavor, necessitates the mastery of the basics if the whole 
task is to be performed adequately and safely. Impatience to 
learn can be corrected by the instructor only by presenting the 
necessary preliminary training one step at a time, with clearly 
stated goals for each step. The procedures and elements mastered 
in each step should be clearly identified in demonstrating the 
performance of the subsequent step. 

Impatience can result from instruction keyed to the pace of a 
slow learner when it is applied to an apt student or a 
characteristically fast learner. It is just as important that a 
student be advanced to the subsequent step as soon as one goal 
has been attained as it is for him to complete each step before 
the next one is undertaken. Disinterest grows rapidly when 
unnecessary repetition and drill are required on operations which 
have been learned adequately. 

Worry or lack of interest has a very detrimental effect on 
learning. A student who is worried or emotionally upset does not 
learn well, and derives little benefit from any practice 
performed while he is in this condition. His worry or 
distraction may be due to his concern about progress in the 
training course in' question, or may stem from circumstances 
completely unrelated to his instruction. Significant emotional 
upsets may be due to personal problems, psychiatric disturbances, 
or an antipathy for the training concerned or the instructor. 

The student's experiences outside his training activities affect 
his behavior and performance in training; the two cannot be 
separated. When he reports for training, the student brings with 
him his interests, his enthusiasms, his fears, and his troubles. 
The instructor cannot be responsible for these outside 
diversions. He cannot ignore them because they vitally affect 
the results of his teaching. Instruction must be keyed to the 
utilization of the interests and enthusiasms of the student. 
And, efforts must be taken to divert the student's attention from 
his worries and troubles to the learning tasks at hand. This is 
admittedly difficult, but must be accomplished if learning is to 
procee~ at a normal rate. 

Worries and emotional upsets which result from the course at hand 
can be remedied. Such occurrences are usually evidence of 
inadequacies on the part of the course or the inDtructor 
concerned. The most effective cure is prevention. The 
instructor must be alert to see that each student understands the 
objectives of each step of his training, and that he knows at the 
completion of each lesson or tour of duty exactly what his 
progress and deficiencies have been. Discouragement and 
emotional upsets are rare when the student feels that he is 
genuinely a party to his training, and that nothing is being 
withheld from him or is be~ng neglected in his training. 

Physical 
the rate 

discomfort, illness, 
of learning. This 

and 
is 

fatigue will 
important for 
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instruction and in field training. A student who is not 
completely at ease, and whose attention is diverted by 
discomforts such as the extremes of temperature, poor 
ventilation, inadequate lighting or noise and confusion, cannot 
learn at his normal rate. This is true no matter how diligently 
he tries to apply himself to the learning task. 

Illness, such as a cold, or a major illness or injury will 
interfere with the normal rate of learning. This is especially 
important to the conduct of field instruction because most 
illnesses adversely affect the acuteness of vision, of hearing, 
and of feeling which are essential to the correct performance as 
an officer. No effective instruction can be conducted when the 
student is incapacitated by illness. 

The detection of fatigue and/or stress in a student is important 
to competent field instruction. This is important both in 
assessing the student's performance early when he might be 
suffering from inadequate rest the night before, and in 
recognizing the deterioration of his performance which results 
from continuing intensive concentration on a complicated 
assignment. Once fatigue occurs as the result of application to 
a learning task, respite, when possible, should be offered by a 
break in instruction and practice, or by a change of pace. 

Instruction should be continued only so long as 
alert, receptive to instruction, and· his level 
continues to be consistent with his experience. 

the student is 
of performance 

Apathy in a student develops rapidly when he recognizes that the 
instructor has made inadequate preparations for the instruction 
he is giv:!.ng~ or when this instruction is deficient, 
contradictory, or appears insincere. To hold the student's 
interest and to maintain the motivation necessary for efficient 
learning, well planned, appropriate, and accurate instruction 
must be provided. Nothing destroys a student's interest so 
quickly as the "let's see now, what did we do last time?" 
approach to a new period of instruction. 

Even an inexperienced student realizes immediately when the 
instructor has failed to properly prepare a lesson he is trying 
to conduct. Poor preparation leads to spotty coverage, misplaced 
emphasis, repetition, and a complete lack of confidence on the 
part of the student. 

Instructions may be overly explicit and so elementary as to fail 
to hold a student's interest, or they may be so general or 
complicated that they fail to evoke the interest necessary for 
ef fee t i ve learni ng. The ins t ruc tor mus t teach fo r the level 0 f 
the student if he is to be effective. This does not mean that 
the instructor must lower his own standards and viewpoint to that 
of a student: He must adjust his presentation to be meaningful 
to the person for whom it is intended. 
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For example, instruction in the inspection of an assigned patrol 
unit should be presented quite differently for a student who has 
several years law enforcement experience from the instruction on 
the same operat~on for a student with no previous law enforcement 
experience. The inspection desired in each case is the same, but 
a presentation meaningful to one of these students would be 
inappropriate for the other. 

Poor presentations of instruction may result not only from poor 
presentation, but also from distracting mannerisms, personal 
untidiness, or the appearance of irritation with the student. 
Sending the impression that he is "talking down" to the student 
is one of the surest ways for an instructor to lose the student's 
confidence and attention. Once this confidence is lost by the 
instructor, learning rate is unnecessarily retarded. 

Fear, anxiety, and timidity place additional burdens on the Field 
Training Officer if he is to teach effectively. These are 
obstructions which limit the student's perceptive ability, and 
retard the development of insights from those perceptions which 
do find their way into his consciousness. 

The student must be comfortable, confident in his instructor and 
at ease if he is to learn effectively. Providing this atmosphere 
for learning is one of the first and most important tasks of the 
instructor. Although doing so may be difficult at first, 
successive accomplishments of recognizable goals, and the 
avoidance of alarming occurrences or situations will rapidly 
improve the student's ease of mind. This is true of all police 
students but may require special handling by the instructor only 
for obvious cases. 

HABITS AND TRANSFER: Learning by developing perceptions and 
combining them into insights is a process of forming performance 
habits, and transferring the habits formed in one task to the 
performance of more complicated subsequent tasks. The influence 
of these small habits in the student's learning of the subsequent 
task is called "transfer". Transfer is usually considered to be 
either positive or negative. Positive transfer describes an 
element of performance carried over which is useful to the 
correct performance of the subsequent learning task. Negative 
transfer describes an element of performance which hinders, or at 
least does not aid, the correct performance of the new task. It 
is therefore the responsibility of the instructor to insist on 
correct performance of procedures from the outset of training to 
establish proper habit patterns. He will find it much more 
difficult to correct faulty habits later in training that it is 
to foster correct habits from the beginning. 

LEVELS OF LEARNING: Learning may be accomplished at any of many 
levels. The lowest level of learning is the ability to repeat 
back something which one has been taught without understanding or 
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being able to apply what he has learned. Progressively higher 
levels of learning are understanding what one has been taught; 
achieving the skill to apply what one has learned, and to perform 
correctly; and associating and correlating what one has learned 
with other things previously learned or subsequently encountered. 

The highest level of learning, which should be the objective of 
all instruction, is that level at which the student becomes able 
to associate an element which he has learned with other segments, 
or "blocks" of knowledge or accomplishment. The other segments 
may be items or skills previously learned, or new learning tasks 
he undertakes in the future. The student who has achieved this 
level of learning has developed the ability to correlate the 
elements of a crime with what his senses are relating to him, as 
they are happening. 

RATES OF LEARNING: Although it would be convenient if the rate 
of learning should be uniform and predictable, it is not always 
so. Students may progress rapidly for a while, and then suddenly 
progress more slowly, or even retrogress for a period of time. 
Such variations are to be expected, but it is the responsibility 
of the instructor to detect them as soon as possible~ and to try 
to eliminate their causes by redirecting his instruction to level 
them out as much as possible. 

ADVANCES AND PLATEAUS IN LEARNING: Characteristically, learning 
proceeds rapidly at first when a new task is introduced, and then 
slows as a reasonable degree of proficiency is achieved. When 
plotted on a graph, this decrease in the rate of learning is 
shown as a leveling off of the ascending line which represents 
progress in learning. As the student achieves the ability to 
correlate what he has learned with other bits of learning, 
progress tends to be resumed, and the line of the graph resumes 
its upward climb at a slower, but fairly uniform rate. 

The level, or relatively level portion of the learning curve on 
the graph on the following page is termed a "plateau". It may 
represent a period of training during which the student is 
perfecting his ability to apply the new skill he is learning, and 
has not yet awakened to its application to and correlation with 
other learning tasks. The graph illustrates a typical learning 
curve, showing a plateau in the learning of a mechanical 
operation. 

It should be noted that the typical learning curve rises rapidly 
as a new learning skill is introduced, levels off as skill and 
knowledge are achieved, and then continues its rise at a slower, 
steady rate as the student learns the associations and 
correlations of his newly acquired accomplishment. Actual 
learning curves rarely follow exactly the classical~ or ideal, 
curve. 
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The rate of progress in learning is affected by so many outside 
influences that it is not often predictable. The rate of 
learning is adversely affected by diversions, lagging motivation, 
and emotional disturbances; and training schedules are upset by 
such factors as details and unavoidable absences. tt is these 
influences on learning which the good instructor can counter by 
careful planning and by redirection of emphasis in his 
instruction. 

Temporary random plateaus in the learning rate are not 
necessarily serious, and can be expected with any student. Each 
one should be examined carefully, however, to identify any 
contributing influences which can be countered. The instructor 
must be aware of the plateaus characteristic in the learning 
process, and be prepared to evaluate their significance when 
slumps occur and to take corrective measures when appropriate. 

Slumps or plateaus in the rate of learning are more likely to 
occur as a student advances to more complicated operations. 
Often the reason for this is that the student has failed to 
master one element of the operation, which leads to the 
appearance of deficiency in the performance of all of the 
elements involved. Improvement usually occurs again when this 
one element is mastered. The instructor can accelerate this 
improvement by identifying the element which is disturbing the 
student, and by concentrating his instruction on that one phase 
of the operation concerned. 

Without competent instruction, the studenc probably will not 
understand why he is not showing improvement, and will become 
discouraged. This discouragement, itself, tends to prolong the 
plateau. During such periods of discouragement, the instructor 
should step in to isolate and correct the difficulty, and to 
provide special incentives which will maintain the student's 
interest until normal progress is resumed. 

Reversals sometimes occur, during which a student's performance 
becomes worse with continued practice. Generally such reversals 
are due to a faulty habit pattern involving one of the basic 
elements of a task or operation. This habit causes the student 
to repeatedly practice an erroneous performance until correction 
is very difficult. The instructor must not accept such errors 
and misunderstandings as normal plateaus in the learning process. 
They must be corrected before any further progress can take 
place. 

MEMORY AND FORGETTING: One key to the achievement of 
satisfactory progress in learning is attention to the principles 
which relate to remembering and forgetting. While the learning 
of a mechanical skill, such as operating the controls of a 
vehicle, is often considered to consist mainly of demonstration 
and practice, memory plays an important role. Things which must 
be remembered range all of the way from essential items of 
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information which must be remembered by rote, such as radio 
frequencies, to such complicated performances as the planning and 
precise speed and attitude control necessary for the performance 
of a controlled skid. 

In considering the role of memory in learning, one soon 
encounters the great area of overlap between conscious memory, as 
we think of it, and habit patterns. What, exactly, is the 
relationship between knowing that the siren control is just to 
the extreme right of a unitrol system and being able to operate 
it without looking even when one cannot confidently state where 
on the panel it is located? Actually, our memories as they are 
reinforced by constant usage become established as habit 
patterns, and so become a part of us. 

Viewed in this light, each bit of information or element of 
performance remembered is a potential habit pattern. The ability 
to remember disassociated bits of information which are not 
regularly used, such as names or telephone numbers, is a faculty 
with which we are not all favored. The most reliable means for 
the instructor to use to assist his student in remembering vital 
bits of information and performance is to require him to use and 
associate them as fr~quently and with as many different 
applications as possible. 

Drill, recitation, and quizzing ~ssist the student in 
establishing information in his memory. None of these alone is 
so effective, however, as is continuing usage, practice, and 
application to different situations. 

Forgetting is subject to the same considerations as remembering, 
but with the reverse effect. Bits of information which are not 
used or associated with other information tend to be quickly 
forgotten. Habit patterns, however, become deeply ingrained in a 
person's being, and although recall may be difficult they are 
always present to some degree. Thus, habit patterns which have 
been firmly established and cultivated by repeated usage are 
retained, and will often come to the fore in emergencies, even 
after years of neglect. 

Those phases of learning which are purely memory work should be 
recognized and presented to the student as such. Presentation in 
the most simple form possible will assist him in remembering 
them. Requiring the student to dig such information out for 
himself, or assuming that he will eventually run into this 
information without direction is poor instruction. Making it 
easier for him to acquire the necessary memory learning will free 
the student to concentrate on the more involved skills and mental 
features of his training. 

Most important, attention directed to 
the necessary "memory" information as 
continuing usage and associations 
essential to fostering a desirable 
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gaps in this information as Field Training progresses, or 
inadequate fixing of information in the student"s memory will 
eventually result in slumps and reversals of the learning 
process. 

Memory is the major factor in learning. It constitutes 
essentially all of the learning classified as "knowledge" and has 
a basic effect on the retention of motor skills. The following 
are five significant principles which are generally accepted as 
having a direct application to remembering and consequently to 
learning. 

a. Praise stimulates remembering--Responses which give a 
pleasurable return tend to be repeated. Absence of 
praise or recognition tends to discourage one, and any 
form of negativism in the acceptance of a response tends 
to make its recall less likely. 

b. Recall is promoted by association--Each bit of 
information or action which is associated with some thing 
to be learned tends to facilitate its later recall by the 
student. Unique or disassociated facts tend to be 
forgotten unless they are of special interest or 
application. 

c. Favorable attitudes and retention--Man learns and 
Without 

d. 

remembers only what he wishes to know. 
motivation there is little chance for recall. The most 
effective motivations are those based 6n positive or 
rewarding objectives. 
Learning with all our senses is most effective--Although 
we generally receive what we learn through the eyes and 
ears, other senses also contribute to most perceptions. 
When several senses respond together, fuller 
understanding and greater chance of recall is achieved. 

e. Meaningful repetition aids recall--Each repetition gives 
the student an opportunity to gain a clearer and more 
accurate perception of the subject to be learned, but 
mere repetition does. not guarantee retention. Practice 

• 
gives an opportunity for learning, but does not cause it • 
Further, it is believed that three or four repetitions 
provide the maximum effect, after which the rate of 
learning and probability of retention falloff rapidly. 
This is consistent with the learning curve illustrated 
herein. 

********************** 
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INSTRUCTIONAL TECHNIQUES PART II 

EFFECTIVE TEACHING METHODS 

PROFESSIONALISM IN FIELD IN5TRUCTION--The FTO instructor must 
really believe in his work if he is to do his best. So long as 
he is instructing, he should constantly strive to be the best 
field instructor in the business, no matter what his final goal 
in law enforcement may be. 

In the past, qualification as an FTO was often based only on the 
applicant's proficiency in the performance of practiced police 
procedures. This has not always been productive of effective 
field instructors. It should now be generally recognized that 
instructor qualification must be based equally on teaching 
ability. 

The field training officer must be fully qualified as an officer 
without deficiencies or faults in his policing performance. His 
qualifications must go far beyond those required for 
certification as an officer, however, if he is to achieve 
recognition as a professional instructor. Professionalism in 
field instruction is necessary if instructors are to teach 
effectively, command greater prominence, merit increased 
responsibilities, and receive higher salaries. 

Although the word "professionalism" is widely used, it is rarely 
defined. In fact, no single definition can be provided which 
will encompass all of the qualifications and considerations which 
must be included among these: 

a. Professionalism exists only when a service is performed 
for someone, or for the common good. 

b. Professionalism is achieved only after extended training 
and preparation. 

c. Professionalism presupposes an intellectual requirement. 
The professional must be able to reason logically and 
accurately. 

d. Professionalism requires the ability to make good 
judgmental decisions. The professional cannot limit his 
actions and decisions to standard patterns and practice. 

e. Professionalism demands a code of ethics. The 
professional must be true to himself, and to those he 
serves. Anything less than a sincere performance is 
quickly detected, and immediately destroys his 
effectiveness. 

The field instructor and prospective FTO applicant should 
carefully consider this list. Attempts to operate as an FTO 
without anyone of the qualities listed can only result in poor 
performance and deficient students. Preparation and performance 
as an FTO with these qualities constantly in mind will soon 
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command recognition as a professional in the field of field 
training. 

THE INSTRUCTOR-RECRUIT RELATIONSHIP: The instructor's first step 
in teaching is to gain the student's confidence. If he fails to 
gain and hold the confidence and respect of the student, all of 
the instruction he gives him will be ineffective. Gaining the 
student's confidence and respect is very much a personal matter. 
Consideration for the student's point of view and personal 
interests, and careful planning of each period of instruction are 
essentials without which the student's confidence is quickly 
lost. 

From their first meeting, the instructor must attempt to analyze 
carefully and correctly the personality, thinking, and ability of 
each student. The ability to analyze a student correctly, and to 
apply instruction in the manner to which he is most receptive is 
essential to good instruction. 

No two students are alike, and the same methods of instruction 
cannot be equally effective for all students. To analyze the 
student and develop the appropriate methods of instruction for 
him, the instructor must talk with him at some length to learn 
his background and interest, to study his way of thinking, and to 
understand his temperament. His methods of instruction may 
change as the student advances through" successive stages of his 
training, a gentle introduction must sometimes be followed by 
strict instruction if progress is to continue in advanced stages. 

An instructor who has not correctly analyzed his student may soon 
find that his instruction is not producing the desired results. 
This could mean that, for example, he has analyzed as a slow 
thinker a student who is actually a quick thinker but hesitant to 
act. Such a student may fail to act at the proper time, even 
tho ugh he has cor r e c t 1 y un d e r s too d t hoe sit u a t ion and k now s the 
correct procedures, because he lacks confidence in his own 
judgment or capability. The correction would obviously be 
instruction directed toward developing his self-confidence, 
ra~her than drill on task fundamentals. 

The slow student requires instructional methods which combine 
tact, keen perception, and delicate handling. If he receives too 
much help and encouragement, he may develop a feeling of 
incompetence. Too much criticism of his performance may 
completely subdue a timid person, whereas brisk instruction may 
force him to apply himself more diligently. 

A student whose slow progress is due to discouragement and a lack 
of confidence should be assigned "subgoals" which can be attained 
more easily than the normal learning goals. For this purpose, 
complex situations can be separated into their elements, and each 
element discussed and analyzed and sometimes practiced until an 
acceptable performance is achieved before another situation or 
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operation is attempted. As an example, instruction of Eluding 
Procedures may begin with consideration at first for defensive 
driving and traffic regulations only, and the problems of traffic 
congestion, weather, time of day and abilities can be introduced 
separately, one at a time. As the student gains confidence and 
ability, his goals should be increased in difficulty until his 
progress is normal. 

The apt student can also become a problem. Because he makes few 
mistakes, he may soon aSSume that the correction of errors is 
unimportant. Such overconfidence soon results in faulty 
performance. For such a student, a good instructor will 
constantly raise the standard of performance for each lesson, 
demanding greater efforts from the student. Man leans when his 
errors become known to him. A student who is permitted to 
complete every lesson without corrections and guidance will fail 
to retain what he has practiced as well as he would if he has his 
attention constantly called to the analysis of his own 
performance. This does not mean that deficiencies must be 
invented for his benefit, because unfair criticism immediately 
destroys the student's confidence in his instructor. 

The fact that a student needs patient guidance must not lead the 
instructor to provide constant support and assistance on all of 
his training. If, after full consideration and consultation with 
other available instructors and supervisory personnel, it is 
apparent that the student recruit does not have the temperamental 
and physical aptitude necessary to become a safe and efficient 
officer then probationary provisions should immediately be 
implemented. 

The student should be constantly aware of his progress. The 
failure of an instructor to communicate to the student his 
evaluation of the student's progress establishes a barrier which 
blocks further effective instruction. This does not mean that 
the student must be presented with a grade slip or performance 
analysis at the conclusion of each tour of duty. Many recruits 
have a natural awareness of their progress, and can derive from 
the instructor's directions, corrections and comments a very 
accurate idea of their own progress. Others may be less 
perceptive and need an actual review and evaluation of each 
lesson after the tour of duty in order to satisfy their need for 
an assessment of their progress. 

The demands on an instructor to serve as a practical psychologist 
are much greater than is generally realized. Only by a keen 
analysis of his students, and a continuing dee~ interest in them 
can he live up to his responsibilities and be an effective field 
instructor. 

SAFETY PRACTICES: The police habits of the FTO, both during his 
instruction and as he is observed conducting other operations, 
have a vital effect on safety. The student's observations of his 
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police practices are not limited to the job involved in the 
instruction he gives them, and his description and advocacy of 
safety practices become meaningless when he is observed to 
violate them. For this reason, an FTO must not only meticulously 
observe the safety practices he teaches his recruits, but he must 
also maintain the appearance of constantly doing so. 

An FTO must also carefully observe all regulations and recognized 
safety practices during all of his operations if he is to 
preserve his image as a professional instructor. Habitual 
observance of regulations, of safety precautions, and of the 
precepts of courtesy in all of his public appearances and 
contacts (as much as possible) will enhance and support the 
instructor's image of professionalism. Further, and more 
important, they make him a more effective instructor by 
inculcating in his students the same habits of care and respect 
for the citizens of our community and the safety of other 
officerso 

The instructor must go beyond the requirements to develop 
technically proficient students who are knowledgeable in the 
areas of their equipment and laws. He must not only teach the 
student to know his limitations and those of his equipment, but 
he must also teach him to respect and be guided by what he knows. 

THE TEACHING PROCESS: There are four oasic steps in the teaching 
process, without which effective instruction is impossible. 
These are: (1) preparation, (2) explanation and demonstration, 
(3) trial and practice, and (4) review and evalua tiona These 
four basic steps in teaching are often explained in different 
terms, listed in different orders, or broken down in greater 
detail, but they are always recognized in any serious 
consideration of the teaching process. 

THE PREPARATION-necessary for each lesson or period of 
instruction includes the instructor's determination of what is to 
be covered, the objectives of the lesson, and the goals which he 
hopes to attain. It may also include home study or other special 
preparation by the student for the scheduled lesson. 

The instructor's preparation may be relatively informal, or it 
may include actual reference to the syllabus for the course 
involved and a study of course and stated objectives. It must 
include the development of a lesson plan if the instruction 
period is to be effective. 

The instructor's lesson plan may be prepared mentally in the case 
of an experienced instructor planning a simple period of 
instruction, or it may be worked out with care and prepared in 
written form. The lesson plan is simply the instructor's 
statement of the lesson objectives, the procedures and facilities 
to be used for presenting it, the specific goals to be attained, 
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and the means to be used for evaluating the results achieved. 
Lesson plans will be described in detail later in this chapter. 

EXPLANATION AND DEMONSTRATION: constitute the instructor's 
presentation of his knowledge and skills which make up the 
lesson. Explanations must be clear, pertinent to the objectives 
of the lesson, and based on the known experience and knowledge of 
the student. 

Any demonstration should be presented to implement the 
explanations which introduce them. As little extraneous activity 
as possible should be included, and the student should clearly 
understand that the instructor is accurately performing the 
actions he has described. Any deviation in performance from that 
described which is caused by unanticipated circumstances should 
be immediately acknowledged and explained. Failure to do so may 
diminish the student's confidence in the instructor and the 
training he is receiving. 

TRIAL AND PRACTICE constitutes the student's activity 
lesson. In classroom instruction, this may consist of 
or solving problems. In field instruction, it means 
himself the performance of resolving the conflict 
operation explained and demonstrated, and practicing 
achieves an understanding of the factors involved. 

during the 
recitation 
trying for 

within the 
it until he 

Actually, although they are technically separate segments of the 
lesson, portions of the instructor's explanation and 
demonstration activity are usually alternated with portions of 
the student's trial and practice activity. It is rare that the 
instructor completes his explanation and demonstrations, anq then 
allows the student to accomplish his trial and ptactice 
activities without interruptions for corrections and further 
demonstrations. 

REVIEW AND EVALUATION are integral parts of each lesson. BeIore 
the completion of the instruction period, the instructor should 
recapitulate what has been covered during the lesson, and require 
the student to demonstrate the extent to which he has met the 
lesson objectives. The instructor's evaluation may be informal, 
and noted only for his use in planning the next lesson for the 
student, or it may be recorded to certify the student's progress 
in his course. 

In either case, the student should be aware of his progress and 
the advances and deficiencies noted at the conclusion of the 
lesson. The failure of the instructor to ensure that the student 
is cognizant of his progress, or his lack of it, may impose a 
barrier' between them. Though it may be slight it will make 
further instruction more difficult. 
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The instructor must remember that it is rather difficult for a 
student to obtain a clear picturt:! of his progress since he has 
little opportunity for a direct comparison with others, 
particularly in the early phases of his training. The student 
recognizes that he is in a competitive situation which is unlike 
any other he has experienced. His unseen competitor is that 
intangible "proficiency" which he IDust achieve. 

The student's own evaluations can only be subjective. Direct 
comparisons for him are only possible with the performance of his 
field instructor. This tells him very little about his 
performance in comparison with that of other students with 
similar background. Only the field instructor can provide him a 
realistic evaluation of his performance and progress. 

In addition to knowledge and skills learned during the 
instruction period just completed, each lesson should include a 
review and evaluation of things previously learned. If this 
evaluation reveals a deficiency or fault in the knowledge or 
performances on which the present lesson is predicated, it must 
be corrected before the new lesson can begin. 

If deficiencies or faults not associated with the present lesson 
are revealed, they should be carefully noted and pointed out to 
the student. Such corrective measures as are practicable within 
the limitations of the situation should be taken immediately, but 
more thorough remedial actions must be. included in future lesson 
plans for the student involved. The evaluation of the student's 
performance and accomplishments during the lesson should be based 
upon the objectives and goals that were established in the 
instructor's lesson plan for that lesson. 

PLANNING INSTRUCTIONAL ACTIVITY: Any training activity, whether 
it be at the kindergarten or the college level, must be 
com pet en t l Y P 1 ann e d if i tis to bee f f e c t i ve • Th e p r inc i pIe s 
which govern the effectiveness of this planning are equally 
applicable to all types of training activity. Most of the basic 
planning necessary for field instruction is already provided for 
the FTO by his personal police knowledge and skill requirements, 
approved school curricula, and many authoritative texts on police 
and legal training. A short review is provided here to give the 
prospective field training officer a background for the planning 
he must do in the field. 

DETERMINATION OF OVERALL 
instruction can begin, 
standards is necessary. 
overall object is obvious 
by the regulations. 

OBJECTIVES: Before any important 
a determination of objectives and 
In the case of police training, the 

and the minimum standards are provided 

The general overall objective of police training is to qualify 
the student to be a competent, efficient, safe officer for the 
operation of law enforcement under all conditions. 
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IDENTIFICATION OF BLOCKS OF LEARNING: It is not practicable for 
an instructor to proceed immediately toward the overall 
objectives he has established for a major training activity he is 
undertaking. Training for any such complicated and involved 
skill as police work requires the development and assembly, in 
their proper relationships, of many "blocks" of learning. In 
this way, a student can master segments of the overall police 
performance requirements individually, and can progressively 
combine these with other related segments until their sum meets 
the final objective. 

Seen in this manner, training is much like building a pyramid-­
each block is an identity in itself, but the pyramid is 
incomplete if anyone is missing. The instructor and the student 
must both recognize the interrelationship of the blocks, and the 
place of each in the total objective of the lesson. 

After the overall training objectives have been established the 
next step is the identification of the blocks of learning which 
constitute the necessary parts of the total objective. Just as 
in building a pyramid, some blocks are submerged in the structure 
and never appear on the surface, but each is an integral 
necessary part of the structure. While identifying the blocks of 
learning to be assembled during the proposed training activity, 
the planner must examine each cal"efully to see that it is truly 
an integral part of the structure.. Extraneous blocks of 
instruction are expensive frills, especially in field 
instruction, and detract from rather than assist in the 
completion of the final objective. 

The blocks of learning identified during the planning of a 
training activity should be progressively smaller in scope. They 
should represent units of learning which can be measured and 
evaluated--not a sequence of periods of instruction. For 
example, the training of a police officer might be divided into 
the following major blocks: achievement of the skills necessary 
for acute decision making, the skills necessary for effectively 
producing, and the skills appropriate for application of 
operating within the legal system. Each of these, in turn, 
should be broken into component blocks of learning. 

The skills necessary for the decision making might be broken down 
into common sense, evaluation, separating facts from fiction and 
prejudices. Each of these, in turn, must be subdivided to 
produce effective lesson plans for each period of instruction. 

As seen from the illustration cited, the possibility for breaking 
down and categorizing training objectives is infinite. For 
practical planning, the test for a useful size of a minimum block 
of learning is whether it contains sufficient learning to (1) 
provide a challenge for the student, (2) to promise a reasonable 
return in accomplishment for the training effort necessary, and 
(3) to provide measurable objectives. If it meets all of these 
requirements, and is determined to be an integral, necessary part 
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of the overall objectives of the training undertaken, it should 
be assigned a place in the training syllabus. 

As training progresses and these blocks of training are completed 
and the student"s performance of each confirmed to be at an 
acceptable level, the related blocks will be combined to form 
larger segments of the total training objective. In this manner, 
the use of a properly planned syllabus makes it possible for the 
instructor to direct each period of instruction directly toward 
the completion of blocks of learning, which are in turn combined 
with others to lead directly toward the overall objective. 

THE SYLLABUS -- The field training syllabus is the backbone and 
framework of the training curriculum. It consists of the blocks 
of instruction to be completed in the most efficient order. It 
does not include the amount of instruction in the blocks, the 
training procedures to be used, or the standards for their 
completion. These are properly parts of the training curriculum. 

The field instructor may develop his own syllabus after he has 
established his overall objectives, and has identified his blocks 
of learning. 

Any practical field training syllabus must be flexible, and 
should be used primarily as a guide. The order of training can 
and should be altered, when necessary: to suit the progress of 
the student and the exigencies of special circumstances. In 
departing from the order prescribed by the syllabus, however, it 
is the responsibility of the field instructor to consider the 
relationships of the blocks of learning affected. It is often 
preferable to skip to a completely different part of the syllabus 
when the conduct of a scheduled lesson is impossible, rather than 
proceeding to the next block, which may be predicated completely 
on skills to be developed during the lesson which is being 
postponed. 

THE LESSON PLAN -- Instruction is adequately planned only when 
the instructor has a lesson plan for each period or unit of 
instruction. As is seen from the above discussions, the lesson 
plan is the culmination and the direct application of general and 
specific planning which must be the basis of all effective 
instruction. Teaching success depends more upon lesson planning 
than it does on presentation, personality, police ability or 
experience. Teaching is somewhat like a battle in that effort, 
strength, and sincerity will not win if the strategy of its 
conduct is faulty. The finest workmanship and materials will not 
build a good airplane if the basic design is faulty. 

An experienced field instructor who has trained many students is 
able instinctively to construct an effective lesson plan for a 
routine period of instruction or at least without committing it 
to writing. However, an instructor who has been through the 
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course only a fe\! times, or an experienced instructor who must 
modify his procedures to effect special emphasis, should always 
prepare a written lesson plan. This lesson plan may be very 
brief, topical in nature, and need not follow a prescribed 
format. It is prepared for the instructor"'s own benefit, and 
should be done in the form most useful to him. 

The lesson plan may be more or less detailed, and may include the 
special or associated considerations which should be covered 
during an instruction period. A lesson plan prepared for one 
student is rarely appropriate to another without some 
modification. Every lesson plan, however, must include at least 
the following items if it is to result in properly organized 
instruction: 

a. Lesson objectives. The objectives should be established 
in terms of what is to be learned by the student, the 
mechanical skills to be developed, and the standards of 
performance expected at the end of the lesson. 

b. Elements involved. A statement of the elements of 
knowledge and skills which will be necessary for the 
fulfillment of the lesson objectives. These may include 
elements previously learned and elements to be introduced 
during this lesson. 

c. Allocation of time available. The instructor should 
estimate the proportion of the lesson to be devoted to 
each element to be learned and the presentation and 
practice of each new operation. If the time available 
does not allow adequate coverage, the lesson objectives 
should be reviewed/revised. 

d. Equip.ent. A review of all equipment required for the 
lesson: shotguns, radar guns, maps or DUI equipment. 

e. Instructor"'s actions. A determination of the instructor's 
responsibilities, and his proposed procedures for 
presenting the elements of knowledge and performance 
involved. 

f. Student's actions. The anticipated and the desired 
responses of the student to instruction, and a reasonable 
estimate of the practice needed to understand the 
elements involved. 

g. Evaluation. The means and the program proposed to 
evaluate the student"'s learning and accomplishments. 
These should include the standards of learning and 
proficiency expected. 

The lesson plan may b~ carried by the instructor to assist him as 
a checklist in the administration of the lesson, or he may study 
1t until he is confident that he cannot be easily diverted from 
his planned procedure. 

Once the lesson has begun, the instructor should not allow the 
application of his lesson plan to be diverted to other subjects 
and procedures. This does not mean that the planned instruction 
should not be modified by c.ircumstances, or by the discovery of 
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pertinent deficiencies in the student's knowledge or in 
performance of elements essential to its effective completion. 
It is possible that the whole lesson may have to be abandoned in 
favor of a review of knowledge and operations previously covered. 

To facilitate this, each lesson should begin with a brief review 
of elements covered during previous lessons, and any practice 
necessary to bring the student's performance up to the 
proficiency assumed for the start of the present lesson. If this 
review grows to unanticipated proportions, or necessitates the 
abandonment or significant revision of the lesson plan, the 
instructor must be prepared to mentally construct a new lesson 
plan to guide the remainder of the instruction period. 

The mechanics of constructing a lesson plan for each period of 
instruction may seem cumbersome, and unduly burdensome. However, 
the conscientious development and use of lesson plans is the most 
effective means of developing orderly and effective teaching 
habits. The procedure soon becomes habitual, and each segment 
falls into place for the experienced instructor with little 
effort on his part. 

The use of a standard, or prepared, lessoD plan for all students 
is rarely effective because each student requires a slightly 
different approach. Assistance from an experienced field 
instructor in preparing lesson plans is often helpful for a new 
instructor, but a lesson plan prepared·by someone else is not so 
helpful to an instructor as one he has devised himself. 

The following illustration illustrates a possible lesson plan for 
an early dual instruction period. It should be noted that it 
contains all of the essential items, although each is shown by a 
topical heading. To be fully informative, each heading would 
have to be amplified to detail the teaching activities proposed 
by the instructor who prepared the lesson plan, and the 
performance expected. Such amplification is usually not 
expected, except as an exercise in teaching procedures. 
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LESSON PLAN FOR A FIELD INSTRUCTION PERIOD 

LESSON 

OBJECTIVES: 

ELEMENTS: 

SCHEDULE: 

EQUIPMENT: 

INSTRUCTOR"'S 
ACTIONS: 

STUDENT'S 
ACTIONS: 

EVi.LUA',nO& : 

STUDENT 
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Sample lesson plan for a field instruction 

Traffic Violation 
LESSON Apprehension STUDENT John Doe DATE 7/7/85 ------------------- -----~~~--

OBJECTIVES: 

ELEMENTS: 

SCHEDULE: 

EQUIPMENT: 

INSTRUCTOR'S 
ACTIONS 

STUDENT'S 
ACTIONS 

EVALUATION 

Observation, identification and apprehension of 
traffic violations and procedures. 

Municipality of Anchorage Traffic Code -- Title 9. 
Examine each offense and identify elements. 

Vehicle Inspection 
Instructor Demonstration 
Student Practice 
Tour ~nd Critique 

Police Unit 
Radar Gun 

10 min. 
2:00 hours 
3:00 hours 
1:00 hours 

Misdeseanor Complaints--Traffic Offenses 

Explain objectives, Title 9 Traffic Code and Bow 
to Es~ablish Elements and Identify/Apprehension of 
Traffic Violators, using U.E.P. 

Discuss objectives and resolve questions; Review 
previous lessons; Perform each violation 
resolution. 

Lesson is complete when student can observe a 
violation, identify correct violation, establish 
elements of violation and perfor. uniform 
enforce.ent as prescribed by departmental 
procedures and do so practicing and exercising 
safety for all concerned. 

USING THE STUDENT'S MOTIVATIONS--In his original analysis of the 
student, the instructor has attempted to determine what things 
interest the student, and what motivations have led him to become 
an officer. These motivations are seldom recognized by the 
student himself, and are occasionally concealed because of self­
consciousness. The instructor should, from the first, carefully 
note what interests the student, and to which motivations he 
shows the strongest reactions. While these are usually the 
motivations the instructor has originally identified with the 
student, this may not always be the case. 

The instructor must be careful not to project his own motivations 
or those he has observed with other students. Motivations vary, 
and while the student response to the motivations which work with 
others may seem genuine, they may not be effective in arOUSing 
and holding his interest. One student may derive satisfaction 
from exploring strange areas, while others may be interested in 
other criminal areas or in more challenging assignments. 
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When using the student's motivations to encourage him and to 
maintain his interest, the instructor must direct them in a 
positive manner, so that the instruction offered is furthered, 
not deterred or retarded. For example, a student who enjoys 
sightseeing should not be allowed to spend the instruction time 
just riding. The instructor might take care to select 
interesting areas for practice work, and to provide different 
areas for different lessons. 

The student whose attention is called to all of the perceptions 
available to him in each field operation soon learns to examine 
his own sensory inputs and his performance and rate of learning 
benefits as a result. He becomes an interested participant in 
all situations, rather than a passive passenger. 

TEACHING FROM THE KNOWN TO THE UNKNOWN--All learning proceeds 
from the known to the unknown. Descartes, the French 
philosopher, founded his whole conception of man's knowledge on 
the simple premise "I think, therefore I exist ll

• From this 
simple assumption of one fact, he proceeded to others which he 
combined, developed, and refined to support everything we accept 
as truth today. 

This, on a smaller scale, is exactly what each instructor must do 
in every field of instruction. Only the points of departure and 
the objectives are different. The instructor takes the 
experience and knowledge which the student brings with him, gives 
it meaning toward the subject which he is to teach, and adds 
directed experiences, perceptions, and insight. 

Perceptions are personal meanings within the individual which he 
derives from his experiences. The teacher takes the student from 
where he finds him toward the objective he seeks. He arranges 
that to be learned and the experiences provided so that the 
student is constantly moving from the familiar to the unfamiliar, 
a step at a time. 

This is the principle of the "building block" concept of learning 
which has been explained in an earlier section. Each new field 
experience should isolate and identify one piece of the totality 
of policing. In a like manner, each lesson should also help the 
student to tie a specific piece of learning to the overall task 
of learning police situations. 

Each new bit of learning must be experienced in many ways, and 
with many different associations to guarantee retention and 
understanding. Instruction which disregards what was learned 
yesterday leads to inadequate learning and wastes time. 
Accomplishing a new maneuver without recognizing and 
understanding the previously learned elements involved is poor 
instruction, and results in disinterest and forgetting. Each 
lesson should present some new knowledge and skills, but each 
lesson should also require the student to recall and to apply his 
previous learning. 
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Telling, showing, and in other ways presenting to a student an 
experience, which is not based on or associated with things 
previously learned, will have little meaning to the student, and 
little learning will occur. To ensure that his instruction is 
meaningful, the instructor must be sure that it is based on 
perceptions which are meaningful to the student because of his 
previous knowledge and e~periences. 

EVALUATION--Evaluation is one of the basic steps in the teaching 
process. The evaluation of the student's learning is a 
continuing process, carried on throughout each period of 
instruction. The instructor's evaluation may consist of simple 
observations of the student's rate of comprehenSion as evidenced 
by his performance or by the administration of oral or written 
quizzes on pertinent legal/police knowledge. 

ORAL QUIZZING--Regular and continuing evaluation of the student's 
learning is necessary for judging the effectiveness of 
instruction given, and for planning the emphasis and pace of 
subsequent instruction. Proper quizzing by the instructor can 
have a number of desirable results: 

a. It reveals the effectiveness of his own training 
procedures. 

b. It checks the student's retention of what he has learned. 
c. It reviews material a~ready covered by the student. 
d. It can be used to retain the student's interest and 

stimulate his thinking. 
e. It emphasizes the important points of training. 
f. It identifies points which need more emphasis. 
g. It checks the student's comprehension of what he has 

learned. 
h. It promotes active student participation, 

important to effective teaching. 
which is 

• 
Effective quizzing requires preparation. Good questions are 
rarely spontaneous. Questions which are ambiguous, not clearly 
associated with the subject at hand or which do not solicit 
specific answers are of little value. They provide little 
information useful to the instructor, and are confusing or 
frustrating to the student. 

Catch questions should be avoided at all times. 
soon develop the feeling that he is engaged in 
with the instructor, and the whole significance 
the instruction involved will be lost. 

The student will 
a battle of wits 

of the subject of 

Irrelevant questions should be avoided. The teaching process 
must be an orderly procedure of building one block of learning .. 
upon another in orderly progression, until a desired goal is -
reached. Diversions, and the introduction of unrelated facts and 
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thoughts will only obscure this orderly process and retard the 
student's progress. Answers to unrelated questions are not 
helpful in evaluating the student's knowledge of the subject at 
hand. 

Leading questions are a waste of instructional time. A question 
which suggests its own answer is a much less efficient means of 
teaching than is a direct explanation. "Pumping" questions which 
seek to extract an answer from the student which is considered to 
be within his knowledge are a waste of time. Answers which he is 
unable to recall would be of no use to him in a field situation. 
If the question has been clearly stated and properly presented, 
the student's failure to answer must be accepted as evidence that 
he would not respond correctly in the field situation described. 

Quizzing may be used effectively in several ways by the field 
instructor. He may ask questions of the student, he may permit 
the student to ask questions, or he may present written questions 
for the student's consideration and answers. The principles of 
questioning, as described, apply to both verbal and written 
quizzes by the instructor. 

The answering of students' questions must also conform with 
certain considerations if it is to be an effective teaching 
method. The instructor must be sure that he understands the 
question before attempting to answ~r. He should display 
interest, by words and attitude, in the student'S question, and 
frame as direct and accurate an answer as possible. After 
completing his response, the instructor must seek to determine 
that he has completely answered the student'S request for 
information, and that the student is satisfied with his answer. 

Sometimes it may be unwise to introduce the more complicated or 
advanced considerations necessary to completely answer a 
student's questions at the current point in his training. When 
this is the case the instructor should carefully explain to the 
student that he has asked a good and pertinent question, but that 
the answer would, at that time, unnecessarily complicate the 
learning tasks at hand. The instructor should advise the student 
to reintroduce the question later at the appropriate point in his 
training, if it has not in the meantime been resolved in the 
normal course of instruction. 

Occasionally, a student asks a question which the instructor 
cannot answer. In such cases, the instructor should freely admit 
that he does not know the answer. He should promise to get the 
answer, or if practicable, offer to help the student look it up 
in available references. 

In all quizzing conducted as a portion of the instruction 
process, "yes" and "no" answers should be avoided. Questions may 
be framed so that the answers may be specific and factual, but 
one word answers may well be the product of a good guess and not 
truly represetltativ2 of the learning or ability of the student. 
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This applies to instructors' 
and to students' answers to 
training. 

answers 
quizzes 

to the students' questions, 
used in the furtherance of 

******************** 

VI - 42 



F.T.O. WORKSHEET 

The F:T.O. Worksheet is an instrument completed by the F.T.O. and 
given to the trainee to notify him or her of deficiencies and 
recommended strategies to correct those deficiencies. Upon 
completion of the assignment, the worksheet is i,ncluded in the 
trainee's personnel file. 

1. List in a clear and concise manner the problems experi­
enced by the trainee and briefly describe previous 
training efforts. 

2. Clearly describe the assignment given to the trainee. 
3. Follow-up and comment sections are completed after 

assignment is turned in (except for due date). Has the 
trainee's performance improved since completing the 
required assignments? If so, to the point of satisfac­
tion? Check if another assignment has been given and if 
a worksheet was used on that assignment. Relatively 
minor assignments may not need a worksheet. 

4. Check if the trainee has satisfactorltly completed the 
assignments given. If not, another worksheet may be 
necessary. 
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F.T.O. WORKSHEET 

BOULDER POLICE DEPARnw;T 

F.T .. O. WORKSHEET 
TJlAINEE: _____________ -'lJATE:, ______ PHASEI ______ _ 

PToblem ATe ... : 

Define the apecific problam arel. ~ivin~ examples, Describe th~ training already conducted, 

1 

Training Assignment; 

lJescribe the specific assignments ~iven the trainee to correct the above oroblem, 

----------------~2,-----------------------

Follow-up: 

Date Due: ___ . __ _ 

Date Turned In: ______ _ 

Cormnents: 

3 
Satisfactory Completion? Yes __ No __ 

Additional Assignment'l Yes __ No __ 

',T.O, ___________ I.BIi __ TRAINEE ____________ I.BM __ 
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BOULDER POLICE DEPARTMENT 

F.T.O. WORKSHEET 

TRAINEE: __ ~G~e~r~a~l~d~R~.~N~e~an~dwe~r~ ____________ ~DATE: __ ~9~/?~3~/~g~6~ __ ~PHASE: ____ ~I~I~ ______ __ 

Problem Area: 

Define the specific ~roblem area, giving examples. Describe the training alreadY conducted. 

Gerald has difficulty in orienting himself and using the mapbook. He has been given 

several exercises in the 'car on duty. He continues to become lost when answering 

radio calls and is not familiar with main arteries or intersections. 

rraining Assignment; 

.cribe the specific assigrunents Riven t.he trainee to'correct the above oroblem. 

Gerald has been given a list of twenty locations. He is to xerox copies of the 

city map for these areas, then trace the route he would take from the Criminal 

Justice Center to each of these locations. 

Gerald is to also write a list of three major east-west and three major north-south 

arteries. 
... 

Follow-u..!?: 

Date Due: ----------9/27/86 Satisfactory Completion? Yes~No __ ____ 

Date Turned In: ---------
9/27/86 Additional Assignment'" Yes .. _No~ 

Corronents: 

Gerald completed this assignment properly and on time. 

4{'" 
F,T.O. ~T7'\.. IBM .373 TRAINEE G 12 ,~,~ 
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Flash Cards 

REMEDIAL TRAINING STRATEGIES 
By Tactic and Subject 

The making of flash cards by the trainee enhances the learning 
process because more than one "learning sense" comes into play. 
Flash cards are particularly effective with such subjects as 
Radio Codes, Vehicle and Criminal Code Sections and Elements, and 
Report Form Selection. 

Commentary Driving 

This technique involves the senses of touch, sight and hearing in 
the learning process. The trainee is advised to maintain a 
running commentary on what is observed while operating the vehi­
cle (in the case of Driving Skill) or while acting as either the 
driver or passenger (in the case of Patrol Observation). When 
Driving skills are being taught, the trainee's recitation should 
focus on street/traffic conditions, traffic control devices and 
defensive driving information. When Patrol Observation is being 
taught, the trainees should direct their attention to people and 
things which would be of police interest. The intent of this 
training is to move the trainee from "looking" as a civilian to 
"seeing" as does a police officer. 

Commentary Driving is also excellent for teaching Orientation. 
With this subject, the trainee provides a commentary of 1) the 
direction of travel, 2) location by intersection and 3) the 
identification of landmarks. 

Commentary Thinking 

This technique is especially useful for those trainees who know 
what to do but their though patterns, once subjected to stressful 
situations, become muddled or disjointed. 

Commentary Thinking is simply thinking outloud. The trainee is 
instructed to talk out his or her thoughts. They are not allowed 
to think silently. If they are enroute to a particularly stress­
ful call, then they must tell the F.T.O. what the call is, how 
they will get there and, once there, what their actions will be. 
In this way, they must order their thoughts and present them to 
the F.T.O. in a clear and logical manner. 

An important benefit from this exercise is not only the "putting 
in order" their thoughts and actions, but to slow their thought 
process down and prevent "overload". We have all been in situa­
tions where our minds raced so fast that our actions have not 
been able to keep up. An example might be when you try to write 
an interesting idea down on paper, your thoughts flaw much faster 
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than you can write. This is what happens to some trainees when 
they are confronted with a situation with which they are not 
comfortable. By having them "talk out" their thoughts, their 
thinking will revert to a slower, more understandable, pace. 
This process will also have a calming effect and reduce stress. 

Using the Map Book 

Also essential for teaching Orientation is the Map Book. Perhaps 
the most effective use of this book is to ask the trainee to 
trace their intended route before proceeding to a call. Exercis­
es can also be developed wherein the trainee is given simulated 
assignments involving movement from one location to another. 
Using a grease pencil to track a route on a piece of plastic 
placed over a map is an effective technique. 

Spelling Quizzes 

The F.T.O. should be keeping track of words which are frequently 
misspelled. The F.T.O. should provide the trainee witr this list 
and schedule a test several days in advance. Perhaps the best 
method of teaching correct spelling is to have the trainee write 
the words over and over - fifty or more times! 

Role Playing 

This is a superb tool 
including Interview and 
Officer Safety issues. 

Role Reversal 

for a variety of performance problems 
Interrogation, Field Interviews, and 

This method is essentially the same as Role Playing except that 
the F.T.O. reverses roles with the trainee. The trainee then 
watches the F.T.O. perform a task in the same incorrect manner 
that the trainee had done earlier. The trainee is then required 
to critique the F.T.O. and offer suggestions for improvement. 

Simulations 

Similar to Role Playing but usually involving task achievement 
such as Hand-Cuffing techniques, Vehicle Positioning for car stop 
purposes and Loading/Unloading the shotgun or weapon in the dark. 
Simulations are pretend situations which are as realistic as 
possible but under controlled conditions. For example, the 
trainee's eyes can be blind-folded to simulate loading the shot­
gun in darkness. Dummy rounds should, of course, be used. 
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Radio procedure and technique can also be taught with this meth­
od •. The F.T.D. may ask the trainee to respond to all radio calls 
as though he or she were actually the unit called. Some radio 
microphones can be turned off so that the trainee can use the 
microphone to increase the realism. Periodic questions by the 
F.T.D., referring to previous transmissions, are also effective 
in that they force the trainee's attention to the radio. 

Other Techniques 

There are 
deal with 
trainees. 

other techniques 
training issues 

or strategies that 
that occasionally 

are employed to 
arise with some 

Minority and/or female recruits are sometimes benefited by 
placing them with training officers of the same ethnic or sexual 
group. An absence of a role model with which one can make an 
easy identification will sometimes impede the learning process. 

Some trainees occasionally develop the naive belief that "every­
one out there is a bad guy" or they develop an aggressive ap­
proach to each person they contact. Many F.T.O.s have trainees 
contact local businessmen, ostensively to complete an "emergency 
contact card" or to see "how things are going". These contacts 
are positive experiences for all concerned in that the trainee 
experiences contact with persons other than suspects and 
arrestees. Neighborhood Watch meetings and attendance at similar 
group meetings also reduce the trainee's tunnel-vision approach 
to the citizenry. 

Self-evaluation is another excellent technique, especially valu­
able for use with a trainee who seems to be having difficulty 
accepting the criticism of the F.T.O. The F.T.D. begins the 
watch by providing the trainee with a copy of the Daily Observa­
tion Report, advising him or her that they are to complete an 
evaluation report on themselves at the end of the shift. The 
F.T.O., of course, also completes one. The trainee's self-evalu­
ation should be reviewed by both parties. Normally the trainee 
is at least as critical of himself or herself as the F.T.O. The 
technique has a way of opening the trainee's eyes to his or her 
problems. This technique should be employed infrequently (no 
more than once every two - three weeks) in that it will lose its 
effect 1f used all the time. 

Visits to the Communications Center for feedback from dispatchers 
regarding the trainee's rad:f.o procedure are sometimes valuable. 
The visit should be preceded by conversation with the dispatch­
er(s) to ensure that their opinion(s) about the trainee's prob­
lems are consistent with those of the F.T.O. 
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Summary 

Th e F. T. D. s h 0 u I d be con s tan t1 yaw are t hat "h and s -0 n" t l' a i n in g is 
far more effective than any other kind. In order to learn, one 
must be involved in the learning process. The mere "telling" a 
trainee will not ensure that learning has taken place. Ask 
questions (which call for more than a "yes" or "no" answer) and 
present problems to the trainee. It is only in these ways that 
we can determine deficiencies, retention and task accomplishment. 
The preceding suggestions are not all the possible strategies 
that an F.T.D. may use. The F.T.D. is encouraged to use his or 
her imagination in that any training tactic is a valuable one if 
1) it. is not demeaning, dangerous or seen as harassment, 2) is 
designed to bring about learning and 3) does not expose the 
F.T.D. or the Department to liability. 
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REPORT WRITING EXERCISE #1 

GENERAL 

This report writing exercise should be given after your review and quiz on the 
report writing manual. It emphasizes the recruit's ability to classify a report, 
to include all pertinent information and to exclude unnecessary information. It 
is not a role-playing exercise. 

INSTRUCTIONS 

Give the recruit the handout "Report Writing Exercise #1", which deslcribes the 
incident. Allow 45 minutes for the recruit to make the report. Review the report 
with the recruit. Indicate the time spent as remedial training and attach the 
exercise, the report and a report cover sheet to the Daily Observation Report. 

DETACH FROM THIS SECTION OF THE EXERCISE AND GIVE TO THE RECRUIT 

REPORT WRITING EXERCISE #1 

The time is 1930 hours and you are on patrol in the 18th and Castro area. You 
are now dispatched to a silent alarm at Louis' Happy Club, a tavern at 2050 
Nisslon Street. You respond Code-2 and take the most direct route-east on 18th 
Street to Mission Street, and south on Mission Street to the front of the tavern. 
You see a broken window near a liquor display and it appears s.ome bottles may be 
missing. You advise communications of your arrival and provide a brief description 
of the scene. The hole in the window is approximately 1 ft. by 1 ft. - big enough 
for a person to reach inside but not big enough to crawl inside. You have communi­
cations notify the owner, Louis Salvotti, WM, 53 years, 1060 Vista Court, Your Town, 
home phone 644-0136 and business phone 545-7271. He tells you that two quarts of 
Jim Beam Whiskey, valued at $7.50 apiece are missing. You notice a tenant of an 
apartment above the tavern looking out the window. The tenant, John Jacobs, WM, 
40 years, tells you he looked out his window when he heard the alarm and saw two 
WM's in their 20s, dressed in dark clothing run south on Mission Street and then west 
on 17th Street. 

\44 



• 

REPORT WRITIN2 EXERCISE #2 

GENERAL 

This exercise emphasi~es spelling, accuracy, and completeness. The recruit must 
confirm various information including the spelling of names. He must ascertain 
your apartment number and telephone extension, the name of the witness, the 
currency denominations of- the loss, and establish the specific criminal activity 
of each suspect. 

INCIDENT 

You have just left your job at the telephone company and are approached by t\'JO 

suspects. S-1 brandishes a buck knife in his left hand and says: "Your money 
or your life m f ". S-2 reaches into your pocket and takes your 
wallet. Both suspects run south on 2nd Street towards Howard Street. Your co­
worker, Henry Burnes, runs over to you and tells you he saw the entire incident. 
He is not present for the interview. 

INSTRUCTIONS 

Do not volunteer the spelling of your (v) name or of the witness' name unless 
. the recruit makes some attempt to confirm the spelling. Refer to the witness· 
only as your "co-worker" unless asked for his name. State that you live in a 
hotel and that you work for the telephone company but do not volunteer your 
apartment number or business extension unless asked for it. If the recruit only 
asks for and accepts a general description of the i~cident, then be general or 
vague. For example, your statement might be: "They had a knife and they took 
my money". However, if the recruit does ask for the specific actions of each 
suspect, for example, "Who had the Knife?" or "What did the other guy do?", etc., 
provide the information. 

INFORMATION AVAILABLE IF THE RECRUIT ASKS FOR IT 

VIR Smythe( pronounced Smith), Alan V. - address: Grand Southern Hotel, 
1941 Mission Street #210, home phone, 563-6132, business phone, 
789-1000, extension 212. 

Witness: Burnes, Harry, 25 years, same work address as VIR, no further 
information available • 

Suspect.s: #1 - give your own physical description and describe the clothing 
as "jeans", armed with a buck knife, no further. 

#2 - WM, 20 years, same size as #1, wearing red knit hat, casual 
clothing, no further. 

Loss: $21.00 in denominations of 4 x $2.00, 1 x $10.00, and 3 x $1.00. 

HAVE RECRUIT MAKE A REPORT - REVIEW IT WITH HIM - MAKE COVER SHEET,ATTACH 
EXERCISE, EXEMPLAR, AND REPORT TO DAILY OBSERVATION REPORT AND INDICATE TIME 
SPENT ON REMEDIAL TRAINING. 



REPORT WRITING EXERCISE #3 

GENERAL 

This exercise emphasizes the recruits ability to: Obtain enough information to 
make a complete and accurate police report; establish the criminal activity of 
each suspect; obtain a complete description of suspects and vehicle. 

INCIDENT 

An auto containing two occupants drives into your service station. The driver 
stays inside the vehicle while the passenger fills the tank. Both suspects 
leave without paying. 

INSTRUCTIONS 

Ad-lib the necessary information for your name, age, address, phones, etc., as 
the recruit asks for it. Answer with information that is familiar to you or that 
you have written down so that you can check the accuracy of the report . 

. If the recruit does not ask what each suspect specifically did, then be general 
or vague when describing the incident. For example, your statement might be: 
"They drove in, filled up, and left without paying." If the recruit does ask for 
the specific actions of each su~pect, then provide the information above. 

If the recruit only asks for and accepts a general description of suspects and 
vehicle then be general or vague. For example, if the recruit's only attempt 
to obtain a description is: "\~hat did they look like?" Your answer might be: 
"I don't know, they were just two big guys in a dark colored car." However, if 
the recruit directs your concentration on one suspect at a time and asks specific 
systematic questions, such as: race, sex, age, height, weight, complextion, 
hair, moustache, goatee, scars, marks, hat, coat, shirt, pants, shoes, weapon, 
direction, etc., then provide the information available below. 

INFORMATION AVAILABLE IF THE RECRUIT ASKS FOR IT 

Vehicle: '57 Chevy, black in color, partial license LM , Mickey Mouse 
sticker on rear window. Escaped south on South Van Ness Avenue 
from 16th Street. 

Suspects: #1 - Physical: same as your own. Clothing: red'bandana, white 
trousers. 

#2 - Physical: same as recruits. Clothing: red shirt, no further. 

Loss: $7.50 in gas. 

HAVE RECRUIT MAKE A REPORT - REVIEW IT WITH HIM - ATTACH COVER SHEET EXERCISE, 
AND REPORT TO DAILY OBSERVATION REPORT AND INDICATE TIME SPENT AS REMEDIAL 
TRAINING. 



REPORT WRITING EXERCISE #4 

GENERAL 

This exercise emphasizes the recruit's ability to control the interview of an 
irate, rambling VIR in order to make a "factual, complete, accurate, understandable, 
concise report." It includes areas of emphasis from the first three exercises. 

INCIDENT 

A window of a liquor store is smashed at 0230 hours and you (the owner, who lives 
above the store) has called the police. 

INSTRUCTIONS 

You are irate as this is the third window smash this month. The officer must get 
you "back on the track ll by asking specific questions. Do not volunteer that you 
have a loss of two bottles of liquor unless he asks - thereby establishing a burglary 
instead of malicious mischief. Be uague in giving him a description unless he asks 
specific questions. For example, if he asks: "What did they look like?" your 

. response might be: "They were big, thats all - it happended fast." However, if he 
asks specific,systematic questions. then provide him the description available. 
Do not volunteer the spelling of your name or your apartment number unless he asks 
for them. 

INFORMATION AVAILABLE TO THE RECRUIT IF HE ASKS FOR IT 

VIR: Rodrigues, Juan - age, etc., your own - address: Patel Hotel, 2004 
Mission Street, #1, phones s ad lib. 

Suspects: #1 - Physical: The same as the interviewing officer. 
Clothing: Red baseball hat, glasses, jeans, tennis shoes. 

#2 - Physical: The same as your own. 
Clothing: White t-shirt, brown pants, brown boots. 

Direction of escape: North on Mission towards 16th Street, on foot. 
Loss: Two bottles of Cutty Sark ••• value $8.95 each. 

HAVE RECRUIT MAKE A REPORT - REVIEW IT WITH HIM - MAKE COVER SHEET, ATTACH EXERCISE, 
COVER SHEET, AND REPORT TO DAILY OBSERVATION REPORT AND INDICATE TIME SPENT AS 
REMDIAL TRAINING. 
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REPORT WRITING EXERCISE #5 

GENERAL 

This exercise emphasizes spelling, accuracy, and completeness. The recruit 
must confirm the spelling of names, ascertain your telephone extension, as­
certain the currency denominations of the loss, and establish the specific 
criminal activity of each suspect. 

INCIDENT 

You are a grocery clerk working at the cash register. You are keeping your 
eyes on two suspt.cious WMs who are in the market. Finally, one of them buys 
cigarettes at the counter and walks out. A minute later you look for the 
other. You see him in the back of the store taking money out of your jacket, 
which is laying on a chair. You chase him and call the police. 

I NSTRUCTI ONS 

Be vague in your initial description of the incident: "Two guys ripped off my 
wallet ll

• The recruit must establish that in fact only one is a suspect. Be 
vague in your description if the recruit asks general questions: IIThey were 
young .... etc.·· If the recruit asks specific questions give the specific infor-
mation. . 

INFORMATION AVAILABLE IF THE RECRUIT ASKS FOR IT 

VIR Johnston, Robert - address, 935 Valencia Street 
home phone, 641-5411; business phone 892-2800 ext. 171 

SUSPECTS: WM 19 years, give your description so that you can check it 
against the recruits report. Add--if asked for - green 
baseball cap and white tennis shoes. 

Person who entered store with suspect; WM 19 years, describe 
the recruit. Add KYA letters on white undershirt. 

LOSS: $175 U.S. Currency - denominations, if asked for--
1-100; 3-20·s; 1-10; 1-5. 

HAVE RECRUIT MAKE A REPORT - REVIEW IT WITH HIM - MAKE COVER SHEET.AND ATTACH 
EXERCISE, COVER SHEET, AND REPORT TO DAI LY OBSERVATION REPORT. INDICATE TmE 
SPENT ON REMEDIAL TRAINING. 
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REPORT WRITING EXERCISE #6 

GENERAL 

This exercise emphasizes the Officers ability to control the interview of an 
irate citizen, who is the victim of an old con-game. 

INCIDENT 

You are the victim of a "paddy hustle". A black male approaches you on the 
street and asks if you want a date with a white female who is standing in a 
hotel doorway. He accepts your money and waves to the woman, who enters the 
hotel. He tells you to go to Room 237 and knock once. You discover Room 237 
is the janitor's store room. 

I NSTRUCTI ONS 

You are irate because you have been tricked. Take it out on the recruit by 
complaining about the long wait for the police. Co-operate if the recruit 
attempts to control the interview. Do not volunteer your local address or 
the name and address of the hotel that the suspect entered. Be vague in 
description unless asked specific questions. 

INFORMATION AVAILABLE IF THE RECRUIT ASKS FOR IT 

VIR Your own name/dob 

ADDRESS: 2435 East 24th Street, New York 

LOCAL 
ADDRESS: Holiday Inn, your town, (until the end of the week) 

LOCATION OF 
OCCURANCE: Patel Hotel, 1451 Mission Street. 

SUSPECT #1 BM, 30 years - ad lib with your own physical description so that 
you can compare it later. 

SUSPECT #2 WF, 25 years, 51 5", 220 lbs., blond shoulder length hair, green 
dress , white sweater. 

LOSS: $25.00 - 2 x 10's and 1 x 5 



REPORT WRITING EXERCISE #7 

INCIDENT 

You are the manger of Blutols Restaurant. The suspect has ordered steak and 
eggs and coffee from the waiter. The waiter brings you his master charge card 
for payment. You phone the master charge company and learn that the card' has 
been reported stolen. You call the police. The waiter tries to detain the 
suspect but the suspect hits him in the face with a sugar container and escapes. 
The waiter has left the scene to seek medical aid. 

I NSTRUCTI ONS 

The police arrive five minutes after the suspect has left the scene. A preliminary 
description should be put out as soon as possible. The recruit should establish 
that the waiter took the order and that you phoned the credit card company. Be 
vague as to who did what unless the recruit attempts to clarify the incident. You 
have the necessary information regarding the waiter. The master charge card 
should be taken by the recruit. 

INFORMATION AVAILABLE IF THE RECRUIT ASKS FOR IT 

LOCATION: Blutols Restaurant 
2065 Mission 
564-4831 

MANAGER: Ad lib your own information 

WAITER: Ramires, Raul (do not volunteer spelling) 
WM 25 years 
Valencia Hotel 
300 Valencia, Room 28 (do not volunteer room number) 

LOSS: $7.45 - meal of steak and eggs and coffee. 

EVIDENCE: Master Charge Card 
Empty glass of water (optional, and only if the recruit asks for it) 

SUSPECT: wr~ - mexican - 51 10 11 
- IIheavyll 200 lbs 

black hair, brown eyes, moustache, 
wearing grey sport coat, red shirt, grey slacks 

ESCAPED ON FOOT TOWARDS 20th STREET 

15"0 



REPORT WRITING EXERCISE #8 

INCIDENT 

You are the manager of the Broadway Motel, which has been the scene of many 
recent thefts for tenant's automobiles. On your way to the laundry room you 
see the suspect reach into the open trunk of the victim's auto and begin to 
remove a sui tcase. You yell "Hey, what are you doing?1I He drops the sui t­
case and runs. You chase him one block and see him get into the back seat 
of a getaway car. 

You and the victim wait one hour for the police to arrive. She gives you a key 
that she found in her trunk and she leaves for a dinner engagement. 

INSTRUCTIONS 

Do not volunteer the information on the victim from the motel registration card, 
the trunk key, or the description of suspects 2 and 3 unless the recruit asks for 
them. Digress by complaining of the number of recent thefts; make the recruit 
control the interview. 

INFORMATION AVAILABLE IF THE RECRUIT ASKS FOR IT 

MODEL REGISTRATION CARD 

MOTEL MANAGER: 

SUSPECTS: 

EVIDENCE: 

LOSS: 

NA~1E : Mabel Thompson 
Hor~E ADDRESS: 1492 Anaheim Dr., Los Angeles 

(213) 641-8213 HOME PHONE: 
VEHICLE: '67 Ford - LAP 607 

Barry Johnston 
Ad lib your age, address, etc. 
Business address: Broadway Motel 

1011 Broadway 
Business Phone: 66407374 

#1 Asian Male: Give your description so that you can 
compare the results later. 
#2 Male~- driver of auto 
#3 Possible female in front seat 

Trunk key 

None 



TERMINATION PROCEDURES 

Not all programs achieve their desired goals nor are all people 
successful in their endeavors. The Field Training and Evaluation 
Program is designed to train new officers so that th~y can 
function successfully on their own. This level of competency is, 
unfortunately, not always reached. Some people realize the 
expectations they had when they entered into law enforcement were 
unrealistic or unreachable. Others can perform many but not all 
of the multiple tasks required. Still others are unable to deal 
with the stress present in the job. Regardless of the cause(s) 
the unfortunate fact is that some people just do not make it. We 
must be prepared to deal with this circumstance if it happens. 

Termination is stressful, not only for the trainee, but for the 
F.T.O. and the organization as well. Despite this, in some cases 
termination is not only necessary but obligatory. If a trainee 
is not progressing in the program and it has been determined that 
progress to a satisfactory level is not possible, termination is 
the only logical step. Field Trainiag Officers sometimes go to 
extremes to save new employees who are failing. This is laudable 
but not always fruitful. We should never give up on a trainee 
who has the slightest chance of success, but we must be realistic 
towards those who do not. Organizationally, the retention of an 
employee who is not capable of performing the job would place us 
and the trainee in an untenable po·sition. Not only would 
liability be present, but such a decision would cost us in terms 
of image, money and effectiveness. In coming to grips with a 
t r a in e e .. s fa i 1 u r e , the s t res s the t r a i nee w 0 u 1 d ·n 0 d 0 u b t b e 
experiencing would be reduced and the transition to another 
career would be made easier. 

The Decision to Terminate 

Before a decision to terminate is made, some questions must be 
asked: 

1. What are the problems of the trainee? 

2. What is causing these problems? 

3. What have we done to overcome these problems? 

4. How much remediation has been completed? 

5. Has there been any improvement after remediation? 

6. What are the chances that the trainee will improve in 
the Iuture? 

7. Have we fully documented these problems and our remedial 
efforts? 
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Once the answers to these questions have been reviewed, and the 
determination remains to recommend termination, a meeting should 
be held between all F.T.O.s who have trained the new officer, the 
present Field Training Sergeant, and the Program Commander. The 
purpose is to discuss the trainee's performance and to ensure 
that everything has been done to help the trainee make it through 
the program successfully. If a concensus to terminate is 
reached, a termination recommendation will be made. 

The Program Commander will then forward this information through 
the Chain-of-Command to the Chief of Police. The Chief of Poljce 
will make the final decision to terminate. 

Termination Package 

The information that is forwarded to the Chief of Police will be 
contained in a termination packet. The preparation of this 
packet will be the responsibility of the Program Commander and 
shall consist of: 

1. A memorandum from each Field Training Officer to whom 
the trainee was assigned. The memo shall reflect the 
trainee's strengths, weaknesses, improvement, lack 
thereof and the remedial efforts provided. A 
chronological, or category by category, format may be 
used (see sample memorandum at. the end of this chapter). 
The memo will close with the F.T.O.'s recommendation. 

2. The Field Training Sergeant will then prepare a 
memorandum summarizing the report(s) forwarded by the 
F.T.O.s. This memorandum will include a recommendation 
by the sergeant. 

3. The Program Commander will attach a cover sheet, 
including a recommendation, to the termination packet 
and forward it to the Patrol Division Commander. The 
latter will make a notation on it and give it to the 
Chief of Police. 

4. The packet may include D.O.R.s, S.O.R.s and other 
information contained in the trainee's program packet. 
The decision for inclusion is usually the Chief's. 

Administrative Hearings (Skelly Rule) 

As stated in the Departmental Rules and Regulations, an officer 
is afforded the right to have a hearing before the Chief of 
Police if that officer is to be disciplined or terminated. This 
hearing is known as a "Skelly Hearing". During the Skelly 
Hearing, the officer is formally advised of any charges and the 
results of any investigation of facts concerning the incident in 
question. The officer may, at this hearing, respond to the 

VII - 3 
\S3 



charges and investigation. This is the officer~s chance to tell 
his or her side of the story directly to the Chief of Police. An 
officer may choose to waive the Skelly Hearing, at which time the 
Chief of Police will then make a determination regarding the 
status of that individual. "Skelly" rights are, by policy, 
extended to a trainee whose employment is being terminated even 
though this type of termination stems from a failure to "perform 
to standards" rather than for "cause". 

Termination 

Once a firm decision has been made to terminate, the trainee 
should be reassigned from a patrol assignment or put on paid 
leave, whichever is appropriate. Trainees who have been advised 
that they are to be terminated from the Department, or those who 
have decided to resign, should not be allowed to perform normal 
police duties. They are under too much stress and present a 
liability, not only to themselves, but to others as well. They 
are formally separated when the Department receives the approval 
for that action from City personnel. Approval is normally a 
routine process. 
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EXAMPLE OF MEMORANDUM 

THE FOLLOWING MEMORANDUM WAS WRITTEN IN SUPPORT OF A DECI· 
SION 'ro RECOMMEND TERMINATION OF A RECRUIT OFFICER. THE FIELD 
TRAINING OFFICER, NOW A PATROL SERGEANT, WAS CONTACTED TO 
WRITE THE MEMO AFTER THE RECRUIT HAD COMPLETED HIS ELEVENTH 
WEEK IN THE FIELD TRAINING AND EVALUATION PROGRAM. HIS PROG· 
RESS AT THAT 'rIME WAS ASSESSED AT THE FIFTH WEEK LEVEL OF PER· 
FORMANCE AND HE MANIFESTED MOST OF THE THINGS THAT WERE OB· 
SERVED IN THE ATTACHED REPORT. 

THIS MEMORANDUM IS PRESENTED AS AN EXAMPLE OF WHAT IS HOPED 
FOR WHEN SUCH MEMOS MUST BE WRITTEN. IT IS CONCISE, COMPLETE 
AND WELL WRITTEN. THE READER SHOULD NOTE THE DETAIL OF THE 
OFFICER'S OBSERVATIONS AS WELL AS THE REMEDIAL EFFORTS THAT 
HE PUT FORTH. 

THE COMMENTS IN THE MARGIN WERE PLACED FOR THE PURPOSE OF 
CLARIFICATION AND EMPHASIS. 

G. F. Kaminsky 



CITY OF SAN JOSE -- MEMORANDUM 
e TO Glenn F. Kaminsky, Lieutenant Pl'IOM Lawrence Crider, Officer #1542 

.U~Ea Performance Report - Officer J # DATIl: July 5, 

DATE 

On April 24, , I was assigned to train recruit officer J . . in 
his first through fourth weeks in the Fie1a Training Program. Since the 

'hl$prodCedu~e }first week of field training was to be followed by a three-week in-house 
~~I~I:I:~~ess acad'~my, I tried to involve J in as much "street activity" as possible 

so that his subsequent classroom experience would be more meaningful. 
During this period J was exposed to a wide variety of situations which 
I allowed him to handle, providing assistance as necessary. In more com­
plex situations I handled the call and reviewed the handling of the call 
with J immediately thereafter. 

At the end of the first week, based upon J questions and my own 
observations, I concluded J had problems with: 

1. self confidence and assertiveness; 

2. orientation and use of the beat maps; 

3. hearing and comprehending radio traffic; 

4. understanding the principles of accident investigation; 

5. knowledge of basic penal code and vehicle code sections; 

7. attention to detail and completeness of reports. 

To help J in these areas I suggested that he spend some off-duty time 
:odeslnorder: becoming familiar with our beat, study the report forms and report examples 
lurglary which I had provided, study the ten-code and spend some time each evening 
~ls~~~~~ce }listening to the police radio on a scanner, which I provided. I also suggested 
\SSIIult/Batt. that he speci fi ca 11y study pena 1 code sections 459, 211, 415, 240, 242, 594, 
~:~eMiSchIOf 261~ 647, 484, 487, 488, 485, 836 and 837. I also told him he should study 
?runk. Welfare and Institution code sections 300, 601, 602, 625 and 628, and review 
.~~ofArrest his vehicle code redi-ref. ~ 

Juvenile l.Iw Sections 

When J . returned to me after the in-house academy, it was evident that he 
had taken heed of some of my suggestions; his listening and comprehension of 
radio traffic had improved and he had made a map which included all deadend 
streets a'.,d new streets on our beat. In the other areas, however, there was 
no noticeable improvement. During the next three weeks, due to severe problems 
in orientation and retention of training, most of our work was confined to very 
basic and/or remedial training. Additionally it became apparent that J . 
lack of application of common sense and prior training to field situations 
resulted in an inability to perform basic field activities without close super­
vision. 
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Glenn F. Kaminsky, Lieutenant July 0, 
Page 2 

Subject: Performance Report -Officer J # 

At the end of our first four weeks J was still unable to master the job 
knowledge objectives listed in the in-service training guide for the first 
week. His orientation problems were still blatant and his lack of self 
confidence appeared to hamper most of his field performance. For these 
reasons I concluded he was still in about his first week in terms of per- ( 
formance, after four weeks of training. I suggested J be sent to a very. SUgg~st~~ 
low stress FTO to bolster his confidence and requested he work the same l was ee e 

beat to lessen stress regarding orientation. Additionally, I stressed the 
fact·that the FTO should be aware of J .. weaknesses and not expect much 
more than basic performance and direct training toward improvement in this 
area. I concluded that unless there was significant improvement within the 
next few weeks J would be unable to satisfactorily complete the field 
training program. Refer to the attached sUl11Tlary of observations for specific 
details. 

LWC:er 

Respectfully submitted, 

LAWRENCE W. CRIDER, #1542 
Field Training Officer 
Bureau of Field Operations 
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PERFORMANCE SUMMARY: Officer J H . # 

PERIOD: 

TRAINING OFFICER: 

Weeks one through four, Field Training Program 

Lawrence Crider #1542 

SHIFT: Days 

SIGNIFICANT ~TRENGTHS: 

1. General Appearance: During the four-week period in which I worked with 
J his appearance was always neat and professional. 

2. Response to Criticism: J tctively solicited suggestions for improve­
ment and admitted problems in performance without rationalization. 
Additionally, he spent considerable off-duty tim~ in efforts to improve 
in his weak areas as was evidenced by the amount and thoroughness of some 
of his extra work which I observed. 

3. Relationships with Citizens: J was always considerate and polite with 
citizens. Additionally, despite his shy nature, J did a fine job in 
an "Officer Bill" presentation to a group of pre-school children. 

SIGNIFICANT WEAKNESS: 

1. Absorption and Retention of Training: This was perhaps J greatest 
weakness, effecting many areas of job performance. This trait can be 
best exemplified by citing relevant examples of his performance and the 
training he received as follows: 

A. Accident Investigation: 

Note the detall­
FTOs should 
consfder adding 
case numbers 
IS well. 

Remedial 
Training 
Effort 

l.2. 

On April 25, . , at approximately 1240 hours, J and I 
responded on an injury accident at 9th and Reed. ~ince it 
was only his second day in the field, I handled the entire 
accident, allowing J to observe. After completing the 
investigation at the scene I explained each of the things I 
had done sequentially, giving reasons for each action taken. 
Particular emphasis was placed u\pon analysis of statements 
and physical evidence to determine the cause of the accident. 
Additionally, I went over a basi(: procedural plan for handling 
most accidents. J . was given time to review the report and 
ask any questions he might have. J indicated he was still 
somewhat confused regarding the determination of the point of 
impact and the conclusions reached based upon evidence 
analysis. Based upon this response, I assured J we would 
have some more training in this area. 

On April 26, , at approximately 1020 hours, I gave J 
a simulated accident situation on Senter Road at Alma. I 
drove the police vehicle off onto the shoulder of the road 
and laid some skid in the dirt. J. was then instructed to 
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assume that the vehicle had struck a pole at the front center 
point of the position of rest. The driver (myself) stated 
that he was driving his police vehicle southbound on Senter 
Road when the right front tire blew out and he skidded off the 
road clnd into a pole. J 'lias allowed thirty minutes to 
obtain information for the d'iagram, showing a simple "T" 
intersection, a set of skidmarks and a vehicle at the position 
of rest. J was given additional time during the day to 
complete the report, being instructed to have me check it over 
when it was ready. J was unable to properly locate the 
point of impact and concluded that the skidmarks stopped at 
the back tires. The sketch he made of the scene was lacking 
in sufficient details. Each of these areas were covered with 
J in an effort to increase his abilities in this area. 

3. On May 24, , at approximately 1410 hours, J took a 
brief late reported hit and run report. He made several 
careless errors such as placing the point of impact east 
instead of west of McLaughlin Avenue and placing it one 
mile instead of one-tenth of a mile from McLaughlin Avenue. 

4. On May 25, , J,. attended Wednesday night overl ap 
training in accident investigation. He initally received a 
three-hour lecture on accident investigation, followed by a 
seven-hour practical exercise in the field. During the 
practical exercise, J 'was required to apply departmental 
policy and classroom training in simulated accident situations. 
J made numerous errors in both field techniques and ;n 
report writing. At each station a critique was conducted so 
that techniques could be improved. The reports were reviewed 
and returned to the recruits for review with comments on areas 
needing improvement. In reviewing the performance scores of 
the class, I found that J. had the lowest score on each of 
the two stations to which he had responded. 

5. On May 29, , at approximately 1115 hours, we responded to 
an accident at Capitol and Senter. Enroute I reviewed with 

A 10·hour block 
of instruction 
given by the_ 
FT&E Progr, 
Staff on a ni 
when both 
Training Teams 
overlap, 

J' ,the first few things he should do upon arrival, i.e., 
protect the scene, check for injured, clear the roadway, etc. 
J parked to protect the scene, was immediately informed by 
a sheriff's deputy that an ambulance was responding and that 
first aid was unnecessary. I told J • to take charge and 
handle the accident. J immediately began interviewing 
drivers, and later took notes for an accident diagram, with­
out making any effort during this time to clear the roadway. 
It took J almost 30 minutes to remember to call for a tow - t Doneunbe' 

remembering just prior. to the arrival of the tows, which I had ~~~~:~6rder 
summoned earlier. Additionally, although J had spent almost t~eXPedite 
two hours at the scene to obtain two statements and complete a t ecall, 

diagram, the report was full of errors and omissions. J 
also was unable to determine the cause of the accident, although 
it seemed obvious, and was unable to correctly locate the point ~ 
of impact. For these reasons I wrote a separate report on the ~ 
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accident which was submitted. I gave J a Ehotocopy of the 
report I had written to serve as a guide; I also made written 

~:~:;:Intof •• _ ... comments on his report which I allowed him to keep fbr study 
efforts. purposes. 

Unsatisfactory 

6. On ~1ay·30" ,during some slack time, I had J prepare 
another simulated accident report at Mission and North San 
Pedro.' Although J took overly long (one hour on report 
worthy of one-half hour) his report was, for the most part, 
satisfactory. 

7. On June 6, • we responded to two injury accidents which 
I told J to handle: 

:':c:;'::bl:'l1 •• ____ - •• The first accident at Tully and Senter took J . over an 
efforts are hour to complete the on-scene investigation. Wnen he 
~I:~~,~m:. completed the report later, his diagram was inaccurate and 

incomplete, he had incorrectly located the point of impact, 
and he left several boxes uncompleted. 

The second accident at Phelan and Senter took J. over an 
hour at the scene, and still his diagram was inadequate. 
He determined the wrong driver to be at fault until I 
corrected him, and he was going to leave without notifying 
a property owner of damage to their sprinkler system. 

SUMMARY: J received extensive training in accident investigation 
during the first four weeks. Despite his plentiful training and 
review in this area, J was unable to satisfactorily complete an 
accident report without close supervisfon. 

B. Orientation/Use of Locade: 

1. 

Note extensive } 
use of remedial 
training efforts. 

2. 

On April 24, J first day with me, I asked him to te11 me 
how to get to a call. At this time it became obvious that he 
could not utilize the beat maps effectively; which is no an 
uncommon problem with new recruits. I reviewed the beat map 
index and symbols with J and assigned him the task of making 
a district map; the purpose of making such a map is to give the 
recruit an idea of what major interconnecting streets are in 
the district to assist in getting around on several beats. A 
secondary purpose of making such a map is to aid the recruit 
in retention and recall of the location of major streets by 
requiring him to put them in their proper respective location 
and to label them correctly. 

On April 25, I reviewed J district map which he had pre-
pared. I suggested several minor changes such as the inclusion 
of several major thoroughfares which he had not included, the 
utilization of arrows indicating one-way streets, and the 
alteration of some streets which he indicated were thorough­
fares to show that they were dead-end streets. 

3. On April 26, from 0850 to 0930 hours, we conducted map reading 
practice. At this time I required J to utilize the map 
which he had made to assist him in directing me from one place 
to another across the beat. At this time it was obvious J 
was still having serious problems coordinating the use of the 
maps and finding his way around. 
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4. On April 27, J last day with me prior to the in-house 
academy, I suggested he spend some of his 'evening or weekend 
hours driving around the beat to familiarize himself with " 
some of the major streets. This would also assist J in know-
ing what direction he was tr'avel ing and make orientation easier. 

5. On May 24, I told J to drive me from Junction Avenue near 
Brokaw to J. W. Fair School. J d~ov~ to Junction and Rogers 
and had to stop to check his beat map. He then drove south on 
Rogers to Queens Lane to Old Bayshore Highway, where he again 
referred to his beat map. He then drove south, turned onto Tenth 
Street and proceeded southbound. At Tenth and Highway 280, J 
looked at his map again and turned onto the freeway going west­
bound. J . kept glancing at the map going westbound on the 
freeway and at Bird and Highway 280 said, "I think I'm going the 
wrong way." By 280 and the Southwest Expressway exi t John con- t 
c1 uded he was going the wrong way, exi ted the freeway, turned 5 Mile 

around and got back on 280 eastbound. By glancing at his map, Trip 

J, selected the McLaughlin Avenue exit. He turned left onto 
McLaughlin Avenue, northbound, and drove until approximately 
William Street before realizing he was again going the wrong way. 
He made a U-Turn and went southbound, glancing again at his beat 
map at McLaughlin and Story. J then turned left onto Story 
Road eastbound and after crossing Highway 101 realized he was, 
alas, going the wrong way again. He made a U-Turn at Knox Avenue 
and pulled to the curb to look at his beat map. He then drove 
westbound on Story until he got to Roberts Avenue, where he 
re~lized he had bypassed McLaughlin Avenue. He made a U-Turn 
and drove back to McLaugh 1 in, where. he turned southbound, fi na 11y a 
arriving at Fair School - after approximately twenty minutes. ~ 

6. From Fair School I told J to drive me to San Jose Bible College. 
Again J made several wrong turns and was unable to get to the { 
Bible College after twenty minutes, by which time we had received '~Mile 
a radio assignment and had to discontinue the exercise. Trip 

7. On May 25, during Wednesday night overlap training, I was acting 
as dispatcher in an accident investigation class. Due to a man­
power shortage several training units were "in-service" for long 
periods of time with no assignment, so I sent them on unfounded 
calls to allow them an opportunity to utilize map reading and 
orientation skills. Keeping J. ,problems in this area in mind, 
when it was his turn to drive I sent him on a call at 215 Gish 
Road. A short time later J indicated he had arrived and that 
there was no accjdent. I advised him to check 715 Gish Road. 
Approximately 30 seconds later he advised that area was also clear, 
stating he had driven the entire length of Gish Road. I knew 
that it was impossible to get from the 200 block of Gish to the 
700 block in so short a period of time because Gish Road is broken 
into three segments which can only be reached by driving a circui­
tous route. The next training day I asked J ,about Gish Road 
and found out he had only located the 300 block, thinking that was 
the entire road. 
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8~ On May 27 we arrested a drunk at First and Oak. J headed 
for Detox by driving southbound on First Street to Alma. At 
this point he concluded he was going the wrong way and made a 
U-Turn. J had to stop three times to recheck his bearings { 
and took approximately twenty minutes to get to Detox. while 2 Miles 

the drunk complained several times, asking where we were going 
and asking why didn't we just take him to Detox. Later in the 
day J, had trouble telling me how to get to Clemence Court 
from Highway 101 and when assigned a non-injury accident at 
Capitol and Senter, took ten minutes to find that intersection 
on a beat map - and then only with assistance. 

9. On May 30 I reviewed basic map reading procedure with J , 
explaining he had to first know where he was, then find out 
where he wanted to go, and finally select the best route in 
between. I stressed utilization of major thoroughfares to 
reduce the number of directional changes necessary. 

10. On June 6 J received a call while driving in a housing 
tract in Beat 61. Instead of utilizing his beat map, J 
tried to find his way out of the tract by dead reckoning. 
It took us nearly five minutes to get out of the tract and 
J, never once thought of consulting his beat map. This was 
duly noted on his evaluation at the end of the day. 

11. On June 7 J. received a call on South 22nd Street. Again 
failing to utilize the beat map, he made several wrong turns 
resulting in a response time which was considerably longer 
than necessary. 

SUMMARY: J . received extensive training and ~ractice in utilization 
of beat maps. Despite his training, J failed to apply the principles 
he had been taught unless reminded or directed to do so. Consequently, 
J, was unable to consistently get to calls in a reasonable time. 

C. Job Knowledge: Penal Code/Vehicle Code 

Assault and Battery: 240-242 

1. On April 25 J . observed me take a report on a Battery. After 
the call he was allowed to review the report and I also discussed 
with him the elements of Assault and the elements of Battery. 

2. On April 27 I gave J . a list of basic Penal Code sections to 
study, stating knowledge of these sections was vital to basic 
police work. Among the sections were 240 and 242 PC. 

3. During the week of May 22 to May 25 we reviewed 240 and 242 PC as 
scheduled in the in-service training guide. additonally. 

4. On May 23 we took a report on a child molest which was very close 
to a simple Battery, and at this time I reviewed the elements 
of each. 
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5. On May 24 J 
Shelter. 

took a report on a Battery at the Children's 

6. On May 30 we spent some time reviewing Penal Code and Vehicle 
Code section~, wherein it was apparent J was still having 
problems mastering some of the sections. 

7. On May 31, whi 1 e I was busy, I instructed J. to study Pena 1 
Code and Vehicle Code sections and he was given an hour and 
forty-five minutes to do so. J . was given a verbal quiz 
on these sections and was unabl~ to precisely define the elements. 
His weakness in this area was subsequently noted on his daily 
evaluation. 

8. On June 5 J I did poorly on a verb~l quiz on Penal Code and Vehicle 
Code sections to be learned in weeks one and two of Field Training. 
He was told to study these sections because he would be quizzed 
on them the following day. 

9. On June 6 J .. took a written quiz and was unable to articulate 
the elements of Assault. This section and Battery were revie\oJed 
and he was told to study for a repeat quiz the following day. ~ 

10. On June 7 J was able to minimally articulate the elements of 
Assault he was to have learned in the first week. 

SUMMARY: Despite intensive review of common Penal Code sections, J 
was unable to master the elements of these sections within a reasonable 
time frame. Although 240 and 242 PC are cited as examples, J . had 
similar difficulties in learning the ~ehicle Code and frequently was 
unable to draw proper conclusions regarding the causative factors in 
accidents due to an inability to apply Vehicle Code sections to field 
situations. After four weeks of training he was unable to master 
PC/VC scheduled for the first week of training. ~ ____ .A :.. 

Penal COdefVehlcle Code 

2. Field Performance: (non-stress/moderate stress conditions) Although J 
did not receive as much formal training in some of the areas listed below, 
he did receive guidance but showed little improvement. 

A. Officer Safety: J was basically too trusting of everyone and did 
not respond to tralll1ng in proper officer safety habits. Perhaps 
this may best be illustrated by some comments from his daily observation 
reports: . 

5/29: 

5/30: 

6/5: 

"Stood close to 10-51 (drunk)/possible 5150 (insane person) 
to look into his eyes {attempting to ascertain intoxication­
when blatantly obvious}U 

"Generally stands too close to people - does not watch them" 

"Handcuffed prisoner so one cuff did not latch" (careless 
handcuffing) 

"Took prisoner to toilet in trailer without securing weapon 
first" 

"Stood close to 6M (misdemeanor want) subject looking down 
writing on notepad II 

VII - 13 
llo 3 



IIRan radio check where 6M could hear traffic ll 

IIAllowed 6M to get object out of glove box - unobserved" 
(Could have been weapon) 

IIPositioned patrol vehicle to expose passenger officer ll 

IIWalked up to front of house in front of window looking for 
10-72 (stabbing) suspectll 

IIFailed to check under rear seat after prisoner transport ll 

B., Report Writing: 

In addition to problems previously mentioned under Accident Investi­
gation, J.. consistently had problems with attention to detail on 
reports; he frequently left boxes blank and made numerous careless 
errors which resulted in excessive time spent on reports. Additionally, 
heavy usage of Illiquid paper ll was required to make most reports 
IIminimally acceptable. 1I Basically, J., could not be relied upon 
to take a report without close supervision. 

C. Radio Usage: 

J admitted to having problems comprehending and hearing transmissions 
for our ~nit. During the three-week in-house period I loaned him a 
police scanner to listen to in order to help in this area. During the 
four weeks he was with me J had trouble mastering disposition codes 
and radio procedure to such a point that o.ther training officers and 
Sgt. Bullock made comments to me regarding his poor radio usage. At 
the end of the fourth week J was still giving improper dispositions 
and was having trouble copying traffic. 

D. Driving (non-stress): 

J. had a tendency to make more than the average number of driving 
errors. Part of this seemed related to driving skill as J had a 
tendency to take turns too wide and accelerate unevenly. J also 
was somewhat careless, making several moving violations while he was 
with me. 

E. Driving (moderate stress): 

On June 7 J had occasion to respond on a report of a possible 
burglary in progress. He drove only 5 MPH faster than he had been 
driving when not responding to a call. Additionally, when I told J 
to speed up and utilize the emergency equipment to traverse inter­
sections, his driving actually slowed down; in utilizing emergency 
lights to traverse intersections against the light when safe, J 
actually drove more cautiously and yielded to more vehicles than he 
did in normal driving. Many times he yielded to vehicles which did 
not constitute a hazard and were appl'oaching slowly, thereby signifi­
cantly slowing our response to such an extent I feel he would have 
gotten there quicker ddving normally. 
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F. COl1111and Presence/Bearing: 

Jo had three incidents which reflected upon his ability to take 
cOl1111and in a field situation and/or make a decision which were as 
follows: 

1. On May 22, at approximately 1515 hours, we responded to 
1423 Carnelian on a report of a prior disturbance. I directed 
J . to handle the call using his own judgment. Almost immediately 
I noticed J . was having trouble conducting a simple interview 
and in forming logical sequential questions. I let J . continue 
the interview which came to peak when the reporting party said of 
the juvenile suspect, "I think'someone should talk to his parents. 1I 

To this statement J .. replied, "Maybe someone should talk to his 
parents." After which he turned and looked at me waiting silently 
for me to make a decision on what we should do. After an un­
comfortable silence of approximately ten seconds, in which oJ, 
made no effort to say or do anythi ng more, I took over the i nteY'vi ew 
and told the reporting party that we would go try to talk to the 
boy's parents. 

Going to the suspect's address I reviewed applicable laws with 
J and once again told him to take charge of the call. After 
knocking on the door, JI was met by the suspect's mother. When 
she inquired why the police wanted to talk to her so~ J. began 
explaining. His comprehension of the situation was so lacking 
and his manner so apologetic that when he began a sentence with 
"I don't know exactly how he did it, but ..• " he was interrupted 
by the suspect's mother. She stated flatly, "You don't know how 
it happened? Then why am I talking to you. You don't even know 
what your're talking about!" She began to close the door and 
J . stood mumbl ing something inaudibly. At this point I stepped 
in and handled the call. 

2. On June 5 we responded on a family fight on Beat 72. Upon 
arrival the female reporting party was standing outside her 
apartment. As we exited the police vehicle, she waited for us to 
approach. When we were almost on the porch she turned around and 
preceded us into the house, about two steps ahead of J As 
soon as sh~ entered the door she and her husband began shouting 
at one another. Meanwhile J ° stopped at the open doorway and 
knocked, waiting to be verbally invited in. I had to tell him to 
go ahead and go inside. 

3. On Jun 6 J began making car stops. What soon became obvious 
was that the only thing he was stopping cars for was no front 
license plate. After two such stops I knew what to expect when 
he made a U-Turn saying "I don't think she had one." He drove 
past the car which was now pulling into a parking space at the 
Valley West Apartments and looked in the rear-view mirror saying, 
"I didn't think so." At this time I confirmed that the vehicle 
in question had no front plate. He then made another U-Turn and 
drove back past the car again; he drove down a full block before 
making anoth~r U-Turn to approach the vehicle from the rear. As 
he drove up and began stopping behind the vehicle he noticed that 
the car was no longer occupied'- the driver having gone into her 
apartment by this time. 
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G. Common Sense: 

In addition to common sense problems presented under previous 
category headings, J . manifested numerous problems in utilizing 
common sense, most of which follow: 

1. On May 29 we responded to take a report on a stolen vehicle at 
1421 Clemence Court. The reporting party stated the owner had 
come and taken his motorcycle. J interviewed the reporting 
party for approximately five minutes, and at the end of this 
time had no idea what was going on. He never thought to ask why 
the reporting party had called the police or what relationship 
there was between her and the owner of the stolen vehilce. 

2. On June 5 we responded to a request for assistance at 1053 Fair 
Avenue. Upon arrival we met with the reporting party who had a 
handcuff affixed to her wrist. J unlocked the cuff, handed it 
to the reporting party and began walking out the door. It had 
not occurred to him that the reporting party might be an escapee 
or possibly have stolen handcuffs, and he made no effort to as­
certain her identity until directed to do so. 

3. On June 5 we heard radio traffic regarding a knifing on an 
adjacent beat. One unit was assigned and the communications 
dispatcher requested a unit to fill. J made no effort to 
volunteer, although we were very close to the call; he waited 
until we were assigned to take any action. Upon later entering 
the suspect's residence, J was asked if he had searched for 
the knife. He indicated that he haa and made no effort to search 
any further, stating that he had looked on the couch upon which 
the suspect was sitting. Officer Brown and I walked freely about 
the residence and found the bloody knife in the kitchen sink. 
When asked again if the knife might be somewhere other than by 
the couch, J . could only guess "It might be in the yard"in 
spite of the suspect's statement that the victim had chased her 
into "the kitchen" where she'grabbed a knife. 1I 

4. On June 5 we also had occasion to book a suspect into county 
jail on warrants. J. conducted the strip search on the subject 
who asked J if he wanted to take his property (as required by 
jail procedur~). Although we had booked people before, J 
replied, "No, you can keep it with you. 1I 

5. On June 6 we responded to an accident at Senter and Tully. Upon 
completion of the report J offered one of the drivers (whose 
vehicle had been towed) a ride to her home nearby. When she got 
into the back seat, J. closed and locked the door. He then 
tried to figure out how to get to her home with a beat map while 
she sat in the rear seat with no ventilation in approximately 
80-90 degree heat. Upon taking her home, J immediatelx 
checked under the rear seat for weapons or contraband while she 
was still present. 
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6. On June 7 we responded on a call of an attempt to locate a 
ranch escapee. J interviewed the reporting party at length 
regarding the location of the suspect because the reporting 
party did not know the street address. J, did not think to 
ask the reporting party to accompany us and point out the apart­
ment until the reporting party offered to do so. We obtained a 
description of the suspect and had the reporting party point out 
the residence. As we approached the apartment, I observed some­
one generally matching the suspect description enter the open 
rear sliding-glass door of the apartment. In order to allow J 
to gain more experience, I sent him to the front door with the 
specific instructions that if he saw anyone who 'even vaguely 
resembled the suspect's description" he was to have them exit the 
apartment and accompany him to where I was waiting by the rear 
fence. After waiting a while I went to the front to see what J 
was doing. He was just walking away from the front porch. I 
asked him if he had seen the male subject inside and he replied, 
"yes" but stated the subject had the first name of "Robert" and 
was in the apartment with his sister. As we walked back to the 
car I asked J how he had confirmed the subject's identity and 
he replied that the girl had told him it was her brother "Robert." 
By this time we were back to the car and I asked J. what kind 
of hard identification he had seen, and he indicated he had 
accepted the girl's word. At this time I asked the reporting 
party if the girl who lived there had a brother named IIRobert" and 
he replied IINo. 1I We returned quickly to the residence but the 
suspect had escaped. essentially because J failed to follow 
specific instructions. 

As stated initially, and based upon the preceding observations, I concluded that 
J performance after four weeks, at best, was at a level normally consistent 
\,,11. .. the first week of training. 

LWC:er 

Respectfully submitted, 

LAWRENCE W. CRIDER #1542 
Field Training Officer 
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RECRUIT OFFICER MANUAL 

AND 

RECRUIT OFFICER TRAINING GUIDE 

The material in the sections that follow represent a collection which is as necessary 
to the accomplishment of the mission of the Field Training and Evaluation Program 
as any in the preceding sections. 

The first section is called the Recruit Officer Manual. The main purpose of the 
manual is to reduce the feelings of uncertainty and threat that often surround the 
"unknown." The secondary purpose is to provide the recruit with information that 
he needs to know about the Field Training and Evaluation Program, its expectations 
of him and for him, and the procedures by which these expectations will be accom­
plished. 

The Recruit Officer Manual, and the accompanying Recruit Officer Training Guide, 
is given to the recruit upon his graduation from the basic police academy. San Jose's 
police officers attend a regional academy and, upon its completion, they report for a 
two or three week "In-House Academy" where policies, procedur.es and other infor­
mation specific to the San Jose Police Department is presented. An overview and 
explanation of the Field Training and Evaluation Program is included as one of the 
blocks of instruction in this mini-academy. The manual and guide are given to the 
recruits at that time. 

The Recruit Officer Manu~l contains a variety of information including an explan­
ation of the program; a review of the Field Training Officer's role; an explanation of 
the evaluation process, including sample daily and weekly evaluation forms; other 
forms necessary to the accomplishment of the evaluation process; and, finally, a set 
of the Standardized Evaluation Guidelines are included to enhance the recruit's under­
standing of the levels of performance that are acceptable and unacceptable. 

The Recl'Uit Officers Training Guide is, as its namt~ implies, the map that guides 
the recruit through much of the training that he receives while in the program. The 
training guide material presented in these pages is not all inclusive of anyone agency's, 
but consists of a number of examples of how various agencies have developed their 
guides. Also included are examples of reference materials and tests designed to aug­
ment the subject matter. 

In order for a training guide to be useful to the recl'uit and to the Field Training 
Officer, it should meet the majority (if not all) of the foll\\)wing criteria: 

1. It should be broken into week by week segments. 
2. The subject matter should move from the simple'? the complex as the weeks 

go by. 
3. A place should be provided for the trainer to indicate that he covered the 

material and the date that it was covered. It should also reflect if and when 
the recruit was able to master the task or prove that he possessed the required 
level of knowledge. 

4. It should be viewed as an additional evaluation instrument in that learning 
difficulties can be identified through excessive gaps in the time between train­
ing and performance. 

5. The guide should cover performance and knowledge (or academic) areas. The 
Field Training and Evaluation Program experience should not be viewed as 
purely On the Job Training, and a continued emphasis on reading and study 
should be part of the training. 

6. Objective tests should be a regular part of the Field Training and Evaluation 
Program training. These paper and pencil tests are often given the first day 



back to work each week and are designed to cover, although not completely, 
the subjects in the previous week's training guide. Many programs require a 
70% pass-point when administering these tests. 

7. Reference materials should be provided, either in the manual or in handouts 
distributed at appropriate times. Handouts and reference material establishes 
a standardization of information which is oftentimes necessary in order to 
objectively evaluate learning and retention. 

While it is recommended that each Field Training and Evaluation Program have a 
Recruit Officer Training Guide, no one agency's guide will serve another department 
in any way other than as a reference to format. Each agency's needs, requirements 
and procedures differ, so should the training guide, and every department must develop 
its own. 

It is strongly recommended that the recruits, academy staff, members of the training 
unit, and Field Training and Evaluation Program personnel all have a hand in the 
preparation of this all-important training resource. 



.e OBJECTIVES of Performance Evaluatio:q. 

Systelus are to: 

Report Infolomation in a Fair and Objective 

Manner 

Identify Knowledge and Skill Levels 

... 
Document Improvement 

." 

Verify Standardization of Training 

Document Remedial Efforts 

Evaluate Trainer's Interest, Skill, and 
Methodology 

Ide~tify Quantity and Quality of Academy 

Training 

Vali~ate Entry-level Selection Process 

Provide Inf orllla tion for Decision re: Sta tUB 



~IX POTENTIAL HAZARDS INHERENT IN DEVELOPING & 

IMPLEMENTING FIELD TRAINING OFFICER (FTO) PROGRAMS 

Background 

Over the past five years especially, Field Training Officer (FTO) 
Programs have proliferated in law enforcement as the preferred 
model for the training of police recruit personnel. 

Summarily, FTO Programs are a form of "on-the-job training" which 
are highly structured and specifically geared to the duties and 
responsibilities inherent in enacting th~ police role. The 
Program which may occur after or during formal classroom or 
academy training typically involves the assignment of one or more 
experienced police officers (i.e., "FTOs") to new recruit person­
nel for the purpose of providing real on-the-street training, 
evaluation and re-training. Ultimately, the objective of FTO 
Programs is to prepare recruit personnel for solo assignments in 
the field. 

The advantages of well-developed and implemented FTO Programs are 
numerous. For example, they serve to compensate for recruit 
selection errors made in the appl:l.cant sct'eening process, by 
allowing for the termination in employment of recruits who are 
unable to learn to successfully acquire critical ~olice ,kills. 
This is particularly important today in light of the limitations 
which have been placed on applicant selection procedures. FTO 
Programs also allow for the application of knowledge and the 
development of skills which the classroom academy environment is 
largely unable to do. Academy training typically focuses on the 
acquisition of knowledge with little opportunity to learn to 
apply that knowledge in real police contexts. Given the proper 
selection and training of FTOs, FTO Programs provide one or more 
"models" for new recruit personnel to learn to emulate or imi­
tate, thus advancing the Department's concept of competent and 
compassionate police work. FTO Progra~~, if orchestrated proper­
ly, produce productive new police personnel in a period of time 
far shorter than what historically was necessary. They also 
accomplish this objective in a manner consistent with current 
state-of-the-art professional training practices and legal man­
dates. Finally, FTO Programs provide a system of job-related 
criteria necessary for the validation of selection or screening 
standards and requirements. 

For these and other reasons, FTO Programs have quite properly 
experienced growth and application in the law enforcement profes­
sion. It is expected that this type of police recruit training 
will continue to flourish in the future. 
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The author's personal experience as participattt in and product 
of a nationally-known and imitated FTO Program, and the collec­
tive experience which has been acquired in such programs suggest 
certa.in cautions which must be attended to when developing and 
implementing FTO Programs. These potential hazards are discussed 
below; their recognition and resolution are vital prerequisites 
for the orchestration of a high quality and matt'lre FTO Program. 

*Overemphasis on Technical Skills. It is not unusual for a FTO 
Program to overemphasize, if not become pre-occupied with, those 
technical skills inherent in police work, in contrast to what may 
be referred to as the "soft" or interpersonal skills. Technical 
skills refer, for example, to such activities as use of the 
locade (i.e., beat maps), use of the radio and IO-Code, and 
knowledge of the vehicle code. Quite clearly, the acquisition of 
skill in these areas is critical, but when emphasized to the 
extent of shortcutting or dismissing the "softer" skills, an 
important error may be made. "Softer" skill areas include: 
attitude toward police work, self-initiated activity, and rela­
tionships with citizens, minorities, and other police personnel. 
This overemphasis on technical skills may be due to the seemingly 
greater ease with which these skills are taught in contrast to 
the "softer" skill areas. Should this be the case, it is not 
surprising then, that the more rewarding aspects of recruit 
training to the FTO would be in the technical skill areas where 
improvement is more easily achieved and clearly revealed. 

*More Evaluation Than Training. The Field Training Officer in 
a FTO Program must perform the dual role of training and evalua­
tion. That is, he or she must train the recruit in previously 
est a b lis h e d ski 11 are a,s and the n e val u ate the r e c r u it's a b iIi t y 
to display those skills. Evaluation in such a context is an 
easier role to fulfill than training, especially when the recruit 
is not quickly responding to the training being provided. Under 
such circumstances, when more creative training and/or patience 
is required, there may be a tendency for the FTO to become more 
evaluation-oriented; to build a case, so to speak, against the 
value of continued training for the recruit. Although to be 
discussed at some length in a subsequent section concerning the 
selection and training of FTOs, some FTOs may take a "sink or 
swim" attitude in regards to recruit training. Such a philosophy 
contradicts the very essence of FTO Programs. 

*"Typing" of Recruits. Although there is some benefit to be 
derived by referring selection/screening and/or classroom acade­
my performance information to FTOs upon entry of a recruit into 
the FTO Program, should this information be negative, there may 

ISan Jose (CA) Police Department; 1973 through 1976. Roberts, M. 
and Allen, R. ~he San Jose Police Department Field Training ~ 
Officer Program. Unpublished, undated manuscript. 
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be a tendency to pre-judge the recruit, resulting in a compro­
mised field training effort. Although less likely to occur, it 
is also possible for a recruit to carry with them into the FTO 
Program a positive "jacket". In either case, self-fulfilling 
prophecies may strongly influence the character of training 
provided and the individual recruit's response to it. It is 
therefore necessary to disallow preliminary and often undocument­
ed negative information f'com influencing the levels of energy 
and conscientiousness devoted to the training of 'recruits by 
FTOs, especially those recruits who enter the FTO Program with a 
negative "jacket". 

Related to this potential hazard is the transferring of negative 
information from one FTO to another in those FTO Programs where 
more than one FTO is assigned to and trains each recruit. The 
purpose of having recruits trained by more than one FTO is two­
fold; one, to allow the recruit the benefit of learning the 
police role from more than one "model"; and two, to avoid the 
unfair consequences of personality conflicts which may arise 
between a recruit and a FTO. Although it is important for one 
FTO to transfer to the next FTO a recruit's strengths and weak­
nesses, this information should be used by the new FTO to resolve 
and correct deficiencies, not to further document these weak­
nesses for an eventual termination recommendation. 

*Too Short And/Or Too Demanding. For whatever the reasons may 
be, there is often a tendency for FTOs' and FTO Progr3m adminis­
trators to expect too much too fast from recruits in terms of 
performance. Perhaps. many FTOs have long forgotten their early 
sop hom 0 I' i cat t em p t sat 1 ear n i n g the pol ice r ole. Per h a'p s the y 
view the more extensive classroom training of today as having 
such quality as to justify their high expectations for the rapid 
assimilation of the field training the)' provide. Regardless of 
the reasons, expectations regarding the performance of new re­
cruits, no matter the duration of the classroom academy, must be 
tempered with a respect for the complexity of police work today. 
A t h r e e -m 0 nth F TOP r 0 g ram, w hi chi sty pic a 1 0 f the d u I' a t ion 0 f 
such recruit field training programs, is not all that long. 
Additionally, certain critical skills are particularly difficult 
to acquit'e in a relatively short period of time (e.g., self­
initiated activity). 

*Too Young And/Or Inexperienced FTOs. FTO Programs which are 
not well developed and administered are more likely to attract 
energetic and young, but inexperienced personnel. Clearly, one 
of the key elements in a successful FTO Program is the quality of 
the FTOs; their selection, their training, and their supervision. 
The ingredients necessary for a good FTO are numerous; skill and 
knowledge, motivation, patience, maturity, and a desire to train 
new recruits are but a few of these prerequisites. Unless having 
had prior police and/or other maturity developing experiences, 
personnel selected to perform as FTOs with a couple of years of 
field expetience is inappropriate and counterproductive. The 
avenue for attracting well-qualified personnel for FTO assign-
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ments must be decorated with a strong administrative commitment 
to the Program and respect for the judgment of individual Fl'Os 
with regard to their recruit disposition recommendations. 

*Disliked vs. Incompetent Recruits. One final potential hazard 
in FTO Programs is the rare but nevertheless real occasion where 
a recruit is recommended for termination more out of dislike than 
lack of competence. Just an motorists or other people who come 
into contact with the police may fail "the personality test" so 
may some police recruits. If these personality factors are job­
related, then such a recommendation is easily supported. Howev­
er, if they are not, it is incumbent upon FTO Program personnel 
to insure that all recruits get a fair shake, are afforded the 
training opportunities that each deserves, and are evaluated 
accordingly. 

Conclusions 

The six potential hazards described above can develop in any FTO 
Program, no matter how well developed and administered. Each can 
detract from the basic soundness inherent in such programs. 
Awareness of and attention to these pitfalls can only enhance the 
quality of FTO Programs, and contribute to the a.\Toidance of the 
consequences of negligent training and retention. 

Terry Eisenberg, Ph.D. 

2 Schmidt, Wayne W. Recent developments in police civil liabil-
ity. Journal of Police Science and Administration, 1976, ~, 197-
202. 

This article was written by Dr. Terry Eisenberg and was published 
in the July, 1981 issue of Police Chief Magazine. It is reprint­
ed with permission of the International Association of Chiefs of 
Police, Gaithersburg, Ma~yland. 
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HOW TO CHOOSE A LEADERSHIP PATTERN 

Should a leader be democratic or autocratic In deal­
ing with his subordinates .- or something In between? 

By Robert Tannenbaum and Warren H. Schmidt 

"I put most problems Into my group's hands and leave It 
to them to carry the ball from there. I serve merely as a catalyst, 
mirroring back the people's thoughts and feelings so that they can 
better unders tand them. II 

lilt's foolfsh to make decisions oneself on matters that 
affect people. I always talk things over with my subor61nates, but 
I make It clear to them that I'm the one who has to have the final 
say.1I 

"Once I have decl ded on a course of act Ion., I do nlY bes t to 
se I! my I deas to my emp loyees • II 

III'm being paid to lead. If I let a lot of other people 
make the decisions I should be making, then I'm not worth my salt." 

III believe in getting things done. can't waste time 
calling meetings. Someone has to call the shots around here, and 
I think It should be me." 

Each of these statements represents a point of view about 
"good leadership." Considerable experience, factual data, and 
theoretical principles could be cited to support each statement~ 
even though they seem to be inconsistent when placed together. 
Such contradictions point up the dilemma in which the modern manager 
frequently finds himself. 

New Prob I em 

The problem of how the modern manager can be "democratlc ll In 
his relations with subordinates and at the same time maintain the 
necessary authority and control in the organization for which he Is 
responsible has come Into focus Increasingly in recent years. 

Earlier In the century this problem was not so acutely felt. 
The successful executive was generally pictured as possessing 
Intelltgenrce, Imagination, InitiatIve, the capacity to make rapid 
(and generally wise) decIsions, and the ability to inspIre subordinates. 
People tended to think of the world as being divided Into 1I1eaders" 

\ and lifo 11 owe rs • II 

II S" 
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New Focus 

Gradually. however. from the social sciences emerged the concept 
of "group dynamics" with Its focus on merroers of the group rather 
than solely on the leader. Research efforts of social scientists 
underscored the importance of employee involvement and participation 
In decIsIon making. Evidence began to challenge the efficiency of 
hIghly directive 1eadershlp, and increasing attention was paid to 
problems of motivation and human relations. 

Through trainIng laboratories In group development that sprang 
up ~cross the country, many of the newer notions of leadership began 
to exert an Impact. These training laboratories were carefully 
designed to gIve people a first-hand experience in full participation 
and decision making. The designated "leaders" deliberately attempted 
to reduce their own power and to make group merroers as responsible as 
possible for setting their own goals and methods wIthIn the laboratory 
experi enee. 

Buss­
ertltt'rro 

EXJIIUIT I. CoNTINUUM OF LEADERSIIJP DEllA-VIOR 

.... ____________ • _______ Subordinate-

~llw .. ~hiP-----------------
ccnfeTl'd 
leadl'rship 

.------.---------------------------~~--------------------~ 
• I 

" 

Use C.r .mrhoril)" 
by ,l.c IT..mal: ... r Area of freedom 

{or subordin:lte3 --------
t 

M:ln:lccr 
III~I'S 

. dt'dsion 
IIDd OIn­
DOunttS it. 

t 
1.r;.n01!;Cr 
··sl.'lI~" 
dt'\:i~illl\, 

t 
Mlnll~er 
presents 
ilk·:!s .:Ind 
invites 
qUl'StiUns. 

t 
Manlier 
presents 
tentative 
decision 
subjl!Ct to 
chaDae• 

t t t 
Manlier Manlier Manaler 
pre.sents defines P<'rmits 
problt'm. limiu; uubordin:ltes 
I:etl SUi- asles group to funclion 
I:e£tions. 10 malee witlun limits 
ma1:es de- deci1ioD. • defined by 
cilion. superior. 

It was perhaps inevitable that some of the people who attended 
the training laboratories regarded this kind of leadership as being 
truly "democraticll and went home with the determination to build fully 
partIcipative decision making into theIr own organizations. When 
ever theIr bosses made a decision wIthout convening a staff meeting, 
they tended to perceive this as authoritarian behavior. The true 
symbol of democratic leadershIp to some was the meeting -- and the 
less directed from the toP. the more democratic It was. 



Some of the more enthusiastic alumni of these training 
laboratories began to get the habit of categorizing leader behavior 
as "derrocratid ' or "authoritarian. 1I The boss who made too many 
decisions himself was thought of as an authoritarian, and his 
directive behavior was often attributed solely to his personality. 

New Need 
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The net result of the research findings and of the human relations 
training based upon them has been to call into question the stereotype 
of an effective leader. Consequently, the mode~n manager often finds 
himself in an uncomfortable state of mind. 

Often he is not quite sure how to behave; there are times when he 
Is tom between exerting "strongll leadership and "permisslve" leader­
ship. Sometimes new knowledge pushes him in one direction (III should 
really get the group to help make this decision"), but at the same 
trim his experience pushes him In another di rection (III realty 
understand the problem better than the group and therefore I should 
make the decision ll

). He is not sure when a group decision Is really 
appropriate or when holdIng a staff meeting serves merely as a device 
for avoiding his own decision-making responsibility. 

The purpose of our article is to suggest a framework which managers 
may find Vlieful In grappl jng with this di lerrrna. First we shall look 
at the different patterns of leadership behavior that the manager 
can choose from in relating himself to his subordinates. Then we 
shall turn to some of the questions suggested by this range of patternsl 
For instance, how Important Is It for a manager's subordinates to 
know what type of leadership he is using in a situation? What factors 
should he consider in deciding on a leadership pattern? What difference 
do his long-run objectives make as compared to his Immediate objectives? 

Range of Behavior 

EXHIBIT I presents the continuum or range of possible leadership 
behavior available to a manager. Each type of action Is related 
to the degree of authority used by the boss and to the amount of freedom 
available to his subordinates In reaching decisions. The actions seen 
on the extreme left characterize the manager who maintains a high degree 
of control while those seen on the extreme right characterize the 
manager who releases a high degree of control. Neither extreme Is 
absolute; authority and freedom are never without their lImitations. 

Now let us look more closely at each of the behavior points 
occurring along this continuum: 

III 

I 
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The manager makes the decision and announces It. 

In thIs case the boss identifIes a problem, consIders alternative 
solutIons. chooses onG of them, and then reports thIs decIsion to 
his subordinates for ImplementatIon. He mayor may not gIve consIderation 
to what he believes his subordInates will thInk or feel about hIs 
decIsion; In any case. he provIdes no opportunity for them to 
partIcIpate dIrectly in the decIsIon-making process. CoercIon may 
or may not be used or Imp! led. 

The manager "sells" his decisIon. 

Here the manager. as before, takes responsibilIty for IdentIfying 
the problem and arrIvIng at a decIsIon. However, rather than sImply 
announcIng It. he takes the additIonal step of persuadIng hIs 
subordInates to accept It. In doIng so. he recognizes the possibi llty 
of some resistance among those who wIll be faced wIth the decIsion, 
~nd seeks to reduce this resIstance by IndIcating, for example, 
what the employees have tc.) gain from his decision'. 

The manager presents hIs Ideas, Invites questIons. 

Here the boss who hias arrIved at a decisfon and who seeks 
acceptance of his Ideas provides an opportunIty for hIs subordinates 
to get a fuller expJa~atlon of hIs thinking and hIs IntentIons. 
After presentIng the Ideas, he Invites questions so that hIs 
assocIates can better understand what he is tryIng to accomplIsh. 
ThIs "give and take" also enables the manager and the subordinates 
to explore more fully the Implications of the decision. 

The manager presents a tentative decisIon subject to change. 

this kind of behavior permits the subordinates to exert some 
Influence on the decision. The InItIative for identifying and 
diagnosing the problem remains with the boss. Before meeting with 
his staff, he has thought the problem through and arrived at a 
decision -- but only a tentative one. Before finalizing It, he 
presents his proposed solution for the reaction of those who will be 
affected by it. He says In effect, "I'd I I ke to hear what you 
have to say about this plan that I have developed. I'll appreciate 
your frank reactions, but will reserve for myself the final decision." 

The manager presents the problem, gets suggestlo~s, and then makes 
his deci s ion. 

Up to this point the boss has come before the group with a 
solution of his own. Not so in this C';?!;;e. The subordinates now 
get the first enance to suggest soluticm,. The r,'lanager's Initial 

\ 1 g 
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role Involves identifyjng the problem. He might, for example, 
say something of this sort: I~e are faced with a number of complaints 
from newspapers and the general public on our service polley. 
What Is wrong here? What ideas do you have for coming to grips 
wI th th Is prob I em?" 

The functIon of the group becomes one of IncreasIng the 
manager's repertory of possible solutions to the problem. The 
purpose is to capitalize on the knowledge and experience of those 
who are on the "firing line." From the expanded list of altern~tlves 
developed by the manager and hIs subordinates, the manager then 
selects the solution that he regards as most promising. 1 

The manager defines the limits and requests the group to make a 
decision. 

At this pelint the manager passes to the group (possibly Including 
himself as a member) the right to make decisions. Before doing so, 
however, he defines the problem to be solved and the boundaries 
within which the decision must be made. 

An example' mIght be the handling of a parking problem at a 
plant. The boss decides that this is something that should be 
worked on by the people involved, so he calls them together 
and points up the existence of the problem.' Then he tells them: 

"There is the open field just north of the main plant which 
has been designated for additional employee parking. We can build 
underground or surface multilevel facilities as long as the cost 
does not exceed $100,000. Within these limits we are fre~ to work 
out whatever solution makes sense to us. After we decide on a 
specific plan, the company will spend the available money In whatever 
way we indicate." 

The manager permits the group to make decisions within prescribed 
limIts. 

This represents an extreme degree of group freedom only 
occasionally encountered in formal organizations, as, for Instance, 
In many research groups. Here the team of managers or engineers 
undertakes the identIfIcation and diagnosis of the problem, 
develops alternative procedures for solving it, and decides on 
one or more of these alternative solutions. The only limits directly 
If1l>Osed on the group by the 01. rization are thc.lse specified by 
the superior of the team's b. • If the boss participates In the 
decIsion-making process, he attempts to do so with no more authorIty 
than any other member of the group. He commits himself In advance 
to assist tn Implementing whatever decision the group makes. 

lFor a fuller explanation of'thls approach, see Leo Moore, "Too Much 
Management, Too Little Change," H&R .!anuary-February 1956, p. 41. 

\ l~ 
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Key o.ues t ions 

As the continuum in Exhibit I demonstrates, there are a number 
of alternative ways In which a manager can relate himself to the 
group or Individuals he Is supervising. At the extreme left of the 
range, the ~mphasis Is on the manager -- on what he Is Interested 
In, how he sees things, how he feels about them. As We move toward 
the subordinate-centered end of the continuum, however, the FoclJs 
Is IncreasIngly on the subordinates -- on what they are Interested 
In, how they look at things, how they feel about them. 

~~~n busIness leadership Is regarded In thIs way, a number 
of ques'trons arise. Let us take four of especial rmportanc~: 

Can a boss ever relinquish his responsJbillty by delegatIng It to 
someone e 1s e? 

Our view Is that the manager must expect to be held responsible 
by his superior for the quality of the decisions made, even though 
operationally these decisions may have been made on a group basis. 
He should, therefore, be ready to accept whatever ~Isk is Involved 

-wnenever he delegates declsion-maklng power to his subordinates. 
Delegation 15 not .. way of "passing the buck." Also, It should 
be emphasIzed th~t the amount of freedom the boss gives to his 
subordinates cannot be greater than the freedom which he himself 
has been given by his own superior. 

Should the manager participate with his subordinates once he has 
delegated responsibility to them? 

The manager should carefully think over this question and 
declde on his role prior to Involving the subordinate group. He 
should ask If hl~ presence will inhibit or facilitate the problem­
solving process. There may be some Instances when he should leave 
the group to let It solve the problem for Itself. TypIcally, however, 
the boss has useful Ideas to contribute, and should function as an 
additIonal merrber of the group. In the later Instance, It Is 
Important that he fndlcate clearly to the group that he sees himself 
In a member role rather than In an authority role. 

How Important Is It for the group to recognrze what kind of leadership 
behavIor the boss Is usIng? 

It makes a great deal of difference. Many relationship 
problems between boss and subordInate occur because the boss falls 
to make clear how he plans to use his authority. If, for example, 
he actually Intends to make a certaIn decision himself, but the 
subordinate group gets the Impression that he has delegated this 
authority, considerable confusion and resentment are likely to follow. 

" e 
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Problems may also occur when the boss IJses a "d~mocratic" facade 
to conceal the fact that he has already made a decIsIon whIch he 
hopes the group wit I accept as its own. The att~mpt to 'make them 
think It was their Idea in the first plac~1I Is a risky one. We 
believe that It Is highly Important for the w~nager to be honest 
and clear In describIng what authorIty he Is keeping and what 
role he is asking his subordinates to assume in solving a particular 
problem. 

Can you tell how "democratic" a manager Is by the number of decisions 
his subordinates make? 

The sheer number of decisions Is not an accurate Index of the 
amount of freedom tha'," a subordinate group enjoys. More Important 
Is the sIgnificance of the decisions which the boss entrusts to 
his subordinates. Obviously a decisIon on how to arrange desks Is 
of an entirely different order from a decision Involving the 
Introduction of new electronic data processing equipment. EVen 
though the widest, possible limits are given In dealing with the first 
Issue, the group will sense no particular degree of responslbll ity. 
For a boss to permit the group to decIde equipment polIcy, even 
within rather narrow lImits, would reflect a greater degree of 
confidence In them on his part. 

Deciding How to Lead 

Now let us turn from the types of leadership that are possible 
In a company situation to the question of what types are practIcal 
and desirable. What factors or forces should a manager consider 
In,decldlng how to manage? Three are of partIcular Importance: 

• Forces In the manager. 

• Forces in the subordinates. 

• Forces In the situation. 

We should like briefly to descrIbe these elements and Indicate 
how they might Influence a manager's action In a decision-making 
sltuation. 2 The strength of each or them will, of course, vary 
from Instance to instance, but the manager who Is sensitive to them 
can better assess the problems which face him and determine which 
mode of leadership behavior Is most appropriate for him. 

Forces In the Manager 

The manager's behavior In any given Instance \",111 be Influenced 
greatly by the many forces operatIng withIn his own personality. 
He will, of course, perceive his leadershi~ problems In a unique way 

2See also Robert Tannenbaum and Fred Mac;sarlk, "ParticIpatIon by ~<gt 
Subordinates In the Managerial decision-Making Process," Canadian 
Journal of Economics and Polticlal Science, August 1950, pp. 413-418. 



on the b.sis of his background, knowledge and experience. Among the 
Important Internal forces affecting him will be the following: 

(1) His value system. How strongly does he feel that Individuals 
should have a share In making the decisIons which affect them? Or, 
how convInced Is he that the officIal who Is paid to .ssume responsibIlIty 
should person.lly carry the burden of decision making? The strength 
of his convictions on questions like these will tend to move the manager 
to one end or the other of the continuum shown ,In Exhibit I. Hfs 
behavior will also be Influenced by the relative Importance that he 
.tt.ches to organizational efficiency, personal growth of subordinates, 
and company proflts. 3 

(2) HIs confidence In his subordrn~tes. Managers differ greatly 
In the amount of trust they have In other people generally, and this 
carries over to the particular employees they supervIse at a given time. 
In viewing his particular group of subordinates, the manager Is 
lIkely to consider their knowledge and competence with respect to the 
problem. A central question he might ask himself Is: '~ho Is best 
'qualified to deal with this problem?" Often he may, Justifiably or 
not, have more confidence In his own capabilitles'than In those of 
hIs subordinates. 

(3) His own leadership Inclinations. There are some managers 
who seem to function more comfortably and naturally as highly 
directive leaders. Resolving problems and. Issuing orders come easi ly 
to them. Other managers seem to operate more comfortably In a team 
role, where they are continually sharing rnany of their functions with 
theIr subordInates. 

(4) His feelings of security in an uncertain situation. The 
manager who releases control over the decision-making process thereby 
reduced the predictability of the olJtcome. Some managers have a 
greater need than others for predlctabi lity and stability in their 
environment. This "tolerance for ambiguity" is being viewed IncreasIngly 
by psychologists as a key variable In a person's manner of dealing 
wi th prob lems. 

The manager brings these and other highly personal varIables 
to ead1 situation he faces. If he can see, them as forces which, 
consciously or unconsciously, Influence his behavior, he can better 
understand what makes him prefer to act in a given way. And 
understanding this, he can often make himself more effectIve. 

Forces in the Subordinate 

Before deciding how to lead a certain group, the manager will 
also want to consider a number of forces affecting his subordinates' 

3See Chris Argyris, "Top Management OJ lemma: Company Needs vs. IndIvidual e 
Development," Personnel, Septermer 1955, pp. 123-134. 
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behavior. He will want to remember that each employee, like himself, 
Is Influenced by many personality variables. In addition, each 
subordinate has a set of expectations about how the boss should act 
In relation to him (the phrase "expected behavior" is one we hear 
more and more often these days at discussions of leadership and 
teaching). The better the manager under~tands these factors, the 
more accurately he can determine what kind of behavior on his part wIll 
enable his subordinates to act most effectively. 

Generally speakIng, the manager can permit his subordInates 
greater freedom If the following essential conditIons exist: 

• If the subordinates have relatively high needs for 
independence. (As we all know, people differ greatly 
In the amount of direction that they desire.) 

• If the subordinates have a readiness to assume resPQnslblllty 
for decision making. (Some see additional responsibility 
as a tribute to their abl!ity; others see It as '~asslng the 
buck. lI

) 

• If they have a relatively high tolerance for ambiguity. 
(Some employees prefer to have clear-cut directives given 
to them; others prefer a wider area of freedom.) 

• If they ar'e interested In the problem and feel that It Is 
important. 

• If they understand and Identify with the goals of the 
organization. 

• If they have the necessary knowledge and experience to deal 
with the problem. 

• If they have learned to expect to share In decision maklng~ 
(Persons who have come to expect strong leadership and are 
then suddenly confronted with the request to share more fully 
In decision making are often upset by this new experience. 
On the other hand, persons who have enjoyed a considerable . 
amount of freedom resent the boss who begins to make all the 
decisions himself.) 

The manager will probably tend to make fuller use of hIs own 
authority of the above conditions do not exist; at times there may 
be no realistic alternative to running a 1I0ne -man sh~." 

The restrictive effect of many C the forces will, of course, 
be greatly modified by the general f \lln9 of confidence which 
5ubordlnates have in the boss. Where they have learned to respect 
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and trust hIm, he Is free to vary his behavior. He will feel certain 
that he will not be perceIved as an authoritarian boss on those 
occasIons when he makes decIsions by himself. SImilarly, he will 
not be seen as using staff meetings to avoid his decIsIon-makIng 
responsibility. In a cltm3te of mutual confidence and respect, 
people tend to feel less threatened by deviations from normal 
practlca. whleh In turn makes possible a higher degree of flexibility 
In the whole relationship. 

Forces In the SItuation 

In additIon to the forces whIch exist In the manager himself 
and In hIs subordInates. certain characterIstics of the general 
sItuation wIll also affect the manager's behavior. Among the more 
crItIcal environmental pressures that surround him are those which 
stem from the organization, the work group, the nature of the 
problem, and the pressures of tIme. Let us look briefly at each 
of these: 

Type of Organization. Like IndIvIduals, organizatIons have 
values and traditIons which Inevitably Influence the behavIor of 
the people who work In them. The manager who is a newcomer to a 
company quIckly discovers that certain kinds of behavior are 
.pproved whIle others are not. He also discovers that to deviate 
radically from what Is generally accepted 15 likely to create 
problems ror him. 

These values and traditions ~re communIcated In many ways -­
through Job descriptIons, polley pronouncements, and public 
statements by top executives. Some organizations, for example, hold 
to the notIon that the desirable executive Is one who Is dynamic, 
ImagInative, decisive, and persuasive. Other organizatIons put 
more emphasIs upon the Importance of the executIve's ability to 
work effectively with people ft_ his human relatIons skills. The 
fact that his superIors have a defined concept of what the good 
executIve should be will very lIkely push the manager toward one 
end or the other of the behavioral range. 

In .ddltlon to the above, the amoUnt of employee participation 
Is Influenced by such varIables as the size of the working units, 
their geographIcal distribution, and the degree of Inter- and intra­
organIzatIonal securIty requIred to attain company goals. For 
example, the wide geographical dIspersion of an organization may 
preclude a practical system of participatIve decIsion making, even 
though thls would otherwise be desIrable. Similarly, the size of 
the workIng u~lts or the need for keepIng plans confidential may 
make It necessary for the boss to exercise more control than would 
otherwIse be the case. Factors lIke these may limit considerably the 
manager's ability to function flexIbly on the continuum. 
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Group Effectiveness. Before turning decision-making responsibility 
over to a subordinate group, the boss should consider how effectively 
Its members work together as a unit. 

One of the relevant factors here is the experience the group 
has had In working together. It can generally be expected that a 
group which has functioned for some time will have developed habits 
of cooperation and thus be able to tackle a problem more effectively 
than a new group. It can also be expected that a group of people 
wIth slmflar backgrounds and Interests will work more quickly and 
easily than people wIth dlsslmi lar backgrounds, because the communication 
problems are lIkely to be less complex. 

The degree of confIdence that the members have in their ability 
to solve problems as a group Is also a key consideration. Finally, 
such group variables as cohesiveness, permissiveness, mutual 
acceptance, and commonality of purpose will exert subtle but powerful 
influence on the group's functioning. 

The Problem Itself. The nature of the problem ~y determine 
what degree of authority should be delegated by the-manager to his 
subordinates. Obviously he will ask himself whether they have the 
kind of knowledge which Is needed. It Is possible to do them a real 
dIsservice by assigning a problem that their experience does not 
equip them to handle. 

SInce the problem faced In large or growing industrIes increasingly 
require knowledge of specialists from many _d·ifferent fields, It might 
be Inferred that the more complex a problem, the more anxious a manager 
will be to get some assistance in solving it. However, this is not 
always the case. There will be times when the very complexity of 
the problem calls for one person to work It out. For example, if 
the manager has most of the background and factual data relevant to 
a given Issue. It may be easier for him to think It through himself 
than to take the tIme to fill In his staff on all the pertinent 
background Infonnatton. 

The key question to ask, of course, is: "Have heard the Ideas 
of everyone who has the necessary knowledge to make a significant 
contribution to the solution of this problem?1I 

The Pressure of Time. this Is perhaps the most clearly felt 
pressure on the manager (in spite of the fact that It may sometimes 
be Imagined). The more that he feels the need for an Immediate decision, 
the more difficult It Is to Involve other people. In organIzations 
wh I ch are In a cons tant s tate of "cd s I 5" and "crash programl ng" one 
Is likely to find managers personally using a high degree of authority 
with relatively little delegation to subordlna .,S. When the time 
pressur.e Is less Intense, however, It ~'comes much more possible to 
bring subordinates in on the decision-no ing process. 
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These, then, are the principal forces that impinge on the ~ 
manager in any gIven Instance and that tend to determine his tactl'cal 
behavIor In relation to his subordInates. In each case his behavior 
Ideally will be that which makes possible the most effective attainment 
of his Immediate goal wIthIn the limits facing hIm. 

long-Run Strategy 

As the manager works with his organIzatIon on the problems 
that come up day by day, hIs choice of a leadership pattern Is usually 
limited. He must take account of the forces Just described and, 
within the restrictIons they impose on him, do the best that he can. 
But as he looks ahead months or even years, he can shIft his thinking 
from tactics to large-scale strategy. No longer need he be fettered 
by all of the forces mentioned, for he can vIew many of them as 
variables over whlch he has some control. He can, for example, 
gain new Insights or skills for himself, supply tralnlng for lndfvldual 
subordinates, and provide participative experiences for his employee 
group. 

In trying to bring about a change In these vaorrables, hOHever, 
he Is faced with a challenging questIon: At which point along the 
continuum should he act? 

Attaining Objectives 

The answer depends largely on what he wants to accomplish. 
Let us support that he is interested in the same objectIves that 
mos-t rrcdem managers seek to attaIn when they can shift their attention 
from the pressure or immediate assignments: 

1. To raise the level of employee motivation. 

2. To Increase the readiness of subordinates to accept change. 

30 To Improve the quality of all managerIal decIsIons. 

4. To develop teamwork and morale. 

5. To further the IndIvidual development of employees. 

In recent years the manager has been deluged wIth a flow of 
advice on how best to achIeve these longer run obJectives. It Is 
lrttle wonder that he Is often both bewIldered and annoyed. However, 
there are some guidelines which he can usefully follow In making a 
decIsion. 
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In recent years the manager has been deluged with a flow of 
advice on how best to achieve these longer-run objectives. It is 
lIttle wonder that he Is often both bewildered and annoyed. 
However, there are some guidelines which he can usefully follow 
In making a decision. 

Most research and much of the experience of recent years give 
a strong factual basTs to the theory that a fairly high degree of 
subordinate-centered behavior I~ associated with the accomplishment 
of the five purposes mentioned. This does not mean that a manager 
should always leave all decisions to his assistants. To provide 
the Individual or the group with greater freedom than they are ready 
for at any gIven time may very well tend to generate anxieties and 
therefore Inhibit rather than facilitate the attainment of desired 
obJectives. But this should not keep the manager from making a 
continuing effort to confront his subordinates with the challenge 
of freedom. 

Conclusion 

In summary, there are two Implications in the basic thesis 
that we have been developing. The .first Is that the successful leader 
Is one who Is keenly aware of those forces which are most relevant 
to his behavior at any given time. He accurately understands himself, 
the IndIviduals and group he Is dealing with, and the company and broader 
social envIronment in which he operates. And certainly he is able to 
assess the present readiness for growth of his subordinates. 

But this sensitivity or understanding Is not enough, which brings 
us to the second implication. The successful leader Is one who Is 
able to behave appropriately In the light of these perceptIons. 
If direction is in order, he Is able to direct; If considerable 
participative freedom is called for, he is able to provide such 
freedom. 

Thus, the successful manager of men can be primarily characterized 
neither as a strong leader nor as a permissive one. Rather, he Is one 
who maintains a high batting average In accuratelY assessing for forces 
that determine what his most appropriate behavior at any gIven time should 
ba and In actually being able to behave accordingly. Being both 
InsIghtful and flexible, he is less likely to see the problems of 
leadership as a dilemma. 

~For example, see Warren H. Schmidt and Paul C. Buchanan, Techniques 
that Produce Teamwork (Ne~'I London, Arthur C. Croft Publications, 1954)i 
and Morris S. Siteles, Motivation and Morale In Industry (New York, 
W. W. Norton & Company, In,c., 1953). 
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THE SUPERVISOR AS COUNSELOR 

As Fred Fiedler has reminded us in a recent Psy­
chology Tolloy article (19i3), ship captains once 
could actually whip sailors who didn't obey 
orders; managers could fire people on the spot 
for slacking off; students could be expelled from 
school for talking back to teachers. Today, all 
that has changed. Sailors are permitted to grow 
sideburns; unions protect workers from being 
fired outright for anything other than a major 
transgression of the rules; students are asked for 
their suggestions and even for their opinions. 

The person in charge used to have unques­
tioned authority to command and compel. 
Today, supervisors must focus on persuading 
rather than ordering workers to perform. They 
must learn how to convince workers to achieve 
their objectives or change their behavior. 

How can the supervisor do this effectively? 
One of the best ways is through counseling. 

The word counselor has been abused lately. 
Counselors run the gamut from well-trained pro­
fessionals to amateurs who deal in such unscien­
tific areas as Joan counseling and even funeral 
counseling. The "true" counselor is a trained ex­
pert who understands the application of behav­
ioral science concepts to human relations. 
Supervisors cannot hope to become "profes­
sional" counselors without extensive training 
and certification, but they can improve their 
counseling skills to the point where they can use 
them to effectively persuade subordinates to be 
more productive. 

Role Conflict 

Of all the roles that a supervisor may fill in his 
daily life (father or mother, son or daughter, hus­
band or wife, disciplinarian, leader, etc.), the 
role of counselor may be the most difficult for 

Reprinted hy pennission of the puhlisher from Supervisary Man­
agement, November 1973' 1973 by AMACOM. a division of 
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rum to understand. One reason for this is that 
some supervisors find their role as counselor in 
conflict with their role as disciplinarian. This is 
often the result of poor or inadequate manage­
ment training and a lack of understanding about 
how to shift from one to another. 

Change Your Perceptions 

To simplify this problem of role c:onflict, think of 
the counseling role in terms of a helper /rec:eiver 
relationship rather than a counselor/client one. 
Both helper and receiver must understand that 
the helper is trying to influence and change the 
behavior of the receiver in a way that wiII be use­
ful to both of them. 

In the helper/receiver relationship, both par­
ties have needs, values, and feelings that in­
fluence their behavior in the relationship. In the 
old days, the supervisor could tell the receiver 
what was best for him without any interaction or 
without considering the subordinate's need~. val­
ues, and feelings-unless the supervisor wa~; ex­
traordinarilv sensitive. The rec:eiver-either -through fear of losing his job or respect for the su-
pervisor or both-often carried out the super­
visor's prescriptions. But the supervisor was 
sharing the responsibility for the outcome of his 
recommendation. If the receiver carried out the 
supervisor's recommendation and it failed, the 
receiver could always blame the supervisor for 
haVing given poor advice. 

Self-Concept 

Before a supervisor can even begin to counsel a 
subordinate, he should understand what is likely 
to go on in a particular subordinate's mind while 
he is being counseled. To get anywhere close to 
the mark, he must know as much as possihle 
about the subordinate's personality, feelings, and 
attitudes. 

Each of us has created an image of himself-an 
image variously tagged by behavioral scientists 
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as the "self-image," the "self-structure," or the 
"self-concept." Regardless of the label used, 
each of us has a system of ideas and beliefs about 
himself accumulated through many life 
experiences. 

Here are some important things to remember 
about a subordinate's self-concept that will di­
rectly affect your counseling relationship with 
him:.(l) It is a pattern of beliefs developed over a 
long period of time; (2) he has a deep-seated need 
to preserve this system of ideas about himself; 
and (3) in most cases, he will not only want to 
preserve it, but also to enhance or improve it. 

Behavioral researchers have found that people 
cope with a threat to their self-concept by exhib­
iting defensive behavior or by changing their 
self-concept and, possibly, their actions. The 
greater the threat to the person, the more nega­
tive his reaction will be to counseling efforts. 

Present Alternatives 

If most people react this way when they' are 
threatened, how can you hope to counsel a sub­
ordinate without injuring his self-esteem, pro­
voking defensive behavior, or incurring his wrath 
toward you? One approach proven to be helpful 
is presenting the subordinate with several al­
ternatives. The process is known as maximizing 
alternatives. 

If both people in the helping relationship 
agree that there is a problem and that the re­
ceiver's behavior is unacceptable, then you have 
a foundation for beginning to explore alternative 
kinds of actions you can both take. 

If the helper can get the receiver to under­
stand and explore the various courses of action 
available to him, the helper has taken a positive 
step toward solving the problem or getting the 
subordinate to modify his behavior. 

The key to effective counseling is giving the 
receiver the freedom to choose the course of ac­
tion that he feels is best for him under the cir­
cumstances. The receiver will be much more 
likely to carry out a course of action that he him­
self has identified-because it is his decision and 
he is responsible for the outcome. 

The helper can do his part by using the coun­
seling relationship to let the receiver know 
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exactly what is expected of him. This may in­
clude joint goal-setting, better peer relations. 
increased promptness, greater effidency in 
performing his job. If the supervisor has tried to 
help the receiver explore alternatives and arrive 
at a personal decision, he can he more c:ertain 
that his counseling will achieve the desired 
change. 

Counseling Guidelines 

If you want to be a more effective counselor, 
here are some guidelines to help you get the most 
out of the helper /receiver relationship: 

1. Don 'f argue. The subordinate will try to 
preserve his self-concept hy meeting your argu­
ments with resistance. If you increase your argu­
mentative position or continue to "pound away" 
at him, yeu will achieve even more resistanc:e 
and denial. 

2. Be prepared to listen. You must understand 
the subordinate's point of view before )'OU can 
begin to jOintly explore alternatives. Under­
standing a subordinate's point of view, however. 
does not mean that you must agree with or sup­
port his position. There's a difference between 
empathy and sympathy. 

Let the Subordinate do more than half the talk­
ing. It may be easy for you, because of your expe­
rience as a supervisor, to get trapped in a 
prescribing or lecturing role. But a "know-it-all" 
position may threaten the receiver so much that 
he mentally leaves the scene or acts more defen­
Sively than he would if you were more recepti ve. 

3. Direct your comments to belwdor that tIl(' 
subordinate can change. By giving people unfa­
vorable feedback about actions over which they 
have little or no control, you only increase their 
feelings of frustration and their need to defend 
themselves. 

4. Gitle timely feedback. Feedback is most 
helpful to a subordinate when it is given at the 
earliest opportunity after an event or interaction 
has occurred. 

Research in this area indicates that people 
may have a certain tolerance level for accepting 
unfavorahle feedhac:k. When this level is ap­
proached or surpassed, no further learning takes 
place. For this reason, you should give feedhack 
often and in small quantities. Feedhack limited 

f 1975 Unir.:ersity :\ssociate.s Publishers, Inc. 
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to a comprehensive, once-a-year performance 
review with a subordinate will not help him de­
velop on the job. It may even hinder his growth. 
Small changes effected over a long period of time 
will be better for the subordinate and better for 
you. 

5. Look at subordinates as subjects-not ob­
jects that make up your personnel resource. They 
are human beings with feelings, needs, and val­
ues of their own. Try to see the world from their 
pOint of view. 

6. Reflect the feelings of the worker. If you can 
focus on reflecting back the feelings and atti­
tudes of the worker instead of giving advice, the 
worker will be better able to find his own solu­
tion. 

When the supervisor bounces back the feel­
ings that the subordinate gives off, the worker 
can continue to talk about them. Frequent use of 
'Uhn-huhn," "1 see," and "Is that so?" will help 
bounce the conversational ball back over the net 
and give the subordinate a chance to elaborate. 

7. Ask skilled questions. The skillful counselor 
should avoid questions that can be answered 

with a simple yes or no. By starting qt1estion~ 
with "How do you feel about ... ?" or "What do 
you think about ... ?" you give the worker a het­
ter chance to let his feelings and attit\lde~ 

emerge along with a multitude of irrele\'ant 
facts, details, and excuses. Since the purpo~e of 
the session is to solve a problem, past fads are far 
less important than present feelings and 
attitudes. 

8. Be on the lookout for signals that the S\1b­

ordinate is willing to commit himself to change 
or ownership in the outcome of the helper Irt'­
ceiver relationship. Once a subordinate assume~ 
responsibility for overeoming his or her own 
shortcomings, your task as a counselor is almo~t 
complete. 
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FIVE COMPONENTS CONTRIBUTING TO EFFECTIVE 
INTERPERSONAL COMMUNICATIONS 

Five interpersonal components offer clear dis­
tinctions between good communicators and poor 
communicators. These components are Self­
Concept, Listening~ Clarity of Expression, Cop­
ing with Angry Feelings, and Self-Disclosure.' 

SELF·CONCEPT 

The most important single factor affecting 
people's communication with others is their self­
concept-how they see themselves and their 
situations. While sit"tlations may change from 
moment to moment or place to place, people's 
beliefs about themselves are always determining 
factors in their communicative behavior. The 
self is the star in every act of communication. 

Everyone has literally thousands of concepts 
about himself: who he is, what he stands for, 
where he lives, what he does and does not do, 
what he values, what he believes. These self-per­
ceptions vary in clarity, precision, and impor­
tance from person to person. 

Importance of the Self-Concept 

A person's self-concept is who he is. It is the cen­
ter of his universe, his frame of reference, his per­
sonal reality, his special vantage point. It is a 
screen through which he sees, hears, evaluates, 
and understands everything else. It is his own fil­
ter on the world around him. 

A Weak Self-Concept 

A person's self-concept affects his way of com­
municating with others. A strong self-concept is 
necessary for healthy and satisfying interaction. 
A weak self-concept, on the other hand, often 

'The five l'Omponents;Art' h ..... ed lin Dr. Millard J. Bienvenu's In­
terpersonal Commllnk-atiun Inventory. indnded in the Instrumen­
tation .o.e<:liun of thi' Annual. 
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distorts the individual's perception of how others 
see him, generating feelings of insecurity in re­
lating to other people. 

A person with a poor view of himself may have 
difficulty in conversing with others, admitting 
that he is wrong, expressing his feelings, accept­
ing constructive criticism from others, or voidnl:!; 
ideas different from those of other people. In hi'!> 
insecurity he is afraid that others rna\' not like 
him if he disagrees with them. . 

Because he feels unworthy, inadequate, and 
inferior, he lacks confidence and thinks that his 
ideas are uninteresting to others and not worth 
communicating. He may become seclusive and 
guarded in his communication, negating his o ..... n 
ideas. 

Forming the Self-Concept 

Even as a person's self-concept affects his ability 
to communicate, so his communication ..... ith oth­
ers shapes his self-concept. As man is primarily a 
social animal, he derives his most crucial con­
cepts of self from his experiences with other hu­
man beings. 

Individuals learn who they are from the ways 
they are treated by the important people in their 
lives-sometimes called "significant other~. " 
From verbal and nonverbal communication with 
these Significant others, each person learn~ 
whether he is liked or not liked, aeeeptahle or 
unacceptable. worthy of resped or disdain, a 
suc(:ess or a failure. If an individual is to have a 
strong self-com:ept, he needs love, respect, and 
aeeeptance from signifieant others in his life. 

Self-concept, then, is a critical factor in a per­
son's abilitv to be an effective communicator 
with other;. In essence, an individual's self-eon­
cept is shaped by those who have loved-or have 
not loved-him. 



LISTENING 

Most communication education has focused on 
skills of self-expression and persuasion; until 
quite recently, little attention has been paid to 
listening. This overemphasis on the skins of ex­
pression has led most people to underemphasize 
the importance of listening in their daily com­
munication activities. 

Hq';Vever, each person needs information that 
can be acquired only through the process of 
listening. 

Listening, of course, is much more intricate 
and complicated than the physical process of 
hearing. Hearing is done with the ears, while lis­
tening is an intel1ectual and emotional process 
that integrates physical, emotional, and in­
tellectual inputs in a search for meaning and un­
derstanding. Effective listening occurs when the 
listener discerns and understands the sender's 
meaning: The goal of communication is achieved. 

The "Third Ear" 

Reik (1972) refers to the process of effective lis­
tening as "listening with the third ear." An effec­
tive listener listens not only to words but to the 
meanings behind the words. A listener's third 
ear, Reik says, hears what is said between sen­
tences and without words, what is expressed 
sound1essly, what the speaker feels and thinks. 

Clearly, effective listening is not a passive 
process. It plays an active role in commu­
nication. The effective listener interacts with the 
speaker in developing meaning and reaching un­
derstanding. 

Several principles can aid in increasing essen­
tial listening skills. 

1. The listener should have a reason or pur­
pose for listening. 

2. It is im rortant for the listener to suspend 
judgment initially. 

3. The listener should resist distractions­
noises, views, people-and focus on the 
speaker. 

4. The listener should wait before responding 
to the speaker. Too prompt a response re­
duces listening effectiveness. 

5. The listener should repeat verbatim what 
the speaker says. 

6. The listener should rephrase in his OU'tl 

words the content and feeling of what the 
speaker says, to the speaker's satisfaction. 

7. The listener should seek the important 
themes of what the speaker says, by listen­
ing through the words for the real meaning. 

8. The listener should use the time differential 
between the rate of speech (100-150 word~ 
per minute) and the rate of thought (4()(l-

500 words per minute) to reflect upon ton­
tent and to search for meaning. 

9. The listener should be ready to respond to 
the speaker's comments. 

CLARITY OF EXPRESSION 

Effective listening is a necessary and neglected 
skill in communication, but many people find it 
equally difficult to say what they mean or to ex­
press what they feel. They often simply assume 
that the other person understands what they 
mean, even if they are careless or unclear in their 
speech. They seem to think that people should be 
able to rea,d each other's minds: "If it is clear to 
me, it must be clear to you, also," This assump­
tion is one of the most difficult barriers to suc­
cessful hwnan communication. 

'. 

A "longer" Board 

Satir (1972) tells of a family ruckus that occurred 
when the father sent his son to the lwnber vard 
for a "longer" board. The child thought he knew 
what his father wanted and dutifully went to the 
Iwnber yard, but the "longer" board he brought 
back was still three feet too short. His father be­
came angry and accused the boy of being stupid 
and not listening. The father had simply assumed 
that since he knew what he meant by "longer," 
his son would also know. He had not bothered to 
make himself clear or to check his meaning with 
his son. 

The poor communicator leaves the listener to 
guess what he means, while he operates on the 
assumption that he is, in fact, communicating, 
The listener, in tum, proceeds on the basis of 
what he guesses. Mutual misunderstanding is an 
obvious result. 

To arrive at planned goals or outcomes-from 
accomplishing the mundane work of everyday 
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1_ life to enjoying the deepest eommunion with an­
other person-people need to have a means for 
completing their communication satisfactorily. 

An Effective Communicator 

A person who can communicate his meaning ef­
fec~ively to others has a clear picture in his mind 
of.~hat he is trying to express. At the same time 
he can clarify and elaborate what he says. He is 
receptive to the feedback that he gets and uses it 
to further guide his efforts at communication. 

COPING WITH ANGRY FEELINGS 

A person's inability to deal with anger frequently 
results in communication breakdowns. 

Suppression 

Some people handle their anger by suppressing 
it, fearing that the other person would respond in 
kind. Such people tend to think that commu~ 
nicating an unfavorable emotional reaction will 
be divisive. They may become upset even when 
others merely disagree with them. 

I may, for example, keep my irritation at you 
inside myself, and each time you do whatever it 
is that irritates me, my stom,ach keeps score ... 2 
... 3 ... 6 ... 8 ... until one day the doctor pro­
nounces that I have a bleeding ulcer, or until one 
day you do the same thing that you have always 
done and my secret hahed of you erupts in one 
great emotional avalanche. 

You, of course, will not understand. You will 
feel that this kind of over-cha=-ged reaction is to­
tally unjustjfied. You will react angrily to my bur­
ied emotional hostility. Such a failure to cope 
with anger can end in homicide. 

Expression 

Expression of emotions is important to building 
good relationships with others: People need to 
express their feelings in such a manner that they 
influence, affirm, reshape, and change them­
selves and others. They need to learn to express 
angry feelings constructively rather than de­
structively. 

The following guidelines can be helpful. 
1. Be aware of your emotions. 
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2. Admit your emotions. Do not ignore or 
deny them. 

3. Own your emotions. Accept respoosibilitv 
for what you do. . 

4. Investigate your emotions. Do not seek for a 
means of rebuttal to win an argument. 

5. Report your emotions. Congruent commu­
nication means an accurate match between 
what you are saying and what you are expe­
riencing. 

6. Integrate your emotions with your intellect 
and your will. Allow yourself to learn and 
grow as a person. 

Emotions cannot be repressed. They should be 
identified, observed, reported, and integrated. 
Then people can instinctively make the neces­
sary adjustments in the light of their own ideas of 
growth. They can change and move on wi th life. 

SELF-DISCLOSURE 

Sidney Jourard, author of The Transparent Self 
(1971) and Self-Disclosure (1971), says that self­
disclosure-the ability to talk truthfully and fully 
about oneself-is necessary to effective commu­
nication. Jourard contends that an individual 
cannot really communicate with another person 
or get to know that person unless he can engage 
in self-disclosu.re.2 

Indeed, this is a mutual process. The more I 
know about you, and the more you know about 
me, the more effective and efficient our commu­
nication will be. 

A person's ability to engage in self-revelation 
is a symptom of a healthy personality. Powell 
(1969) puts it this way: 

I have to be free and able to say my thoughts to 
you, to tell you about my judgments and val­
ues, to expose to you my fears and frustrations, 
to admit to you my failures and shames, to 
share my triumphs, before I can really be sure 
what it is that I am and can become. I must be 
able to tell you who I am before I can knou' 
who I am. And I must know who 1 am before I 
can act truly, that is, in accordance with my 
true self [po 44]. 

'See the Self-Dhdo-;ure Qllestionndire in the Imtr.lmentation 
sedion of thl' Annual, 



, ~:an be argued that an individual will under­
. j only as much of himself as he has been will­

i!,~ to communicate to anothj:!r person. 

Blocks to $elf-Revelatlon 
To know themselves and to have satisfying inter­
personal relationships, people must reveal them­
selves to other£. Yet self-revelation is blocked by 
many: For example (Powell, 1969): 

Powell: HI am writing a booklet, to be called 
Why Am 1 Afraid to Tell Who I Am?" 

Other: "Do you want an answer to that ques­
tion?" 

Powell: "That is the purpose of the booklet, to 
answer the question:~ 

Other: "But do you want my answer?" 
Powell: "Yes, of course I do." 
Other: "I am afraid to tell you who I am, be­

cause if I tell who I am, you may not like 
who I am, and it's all that I have [po 12]." 

This conversation from real life reflects the 
fears and doubts that many people have-that 
they are not totally acceptable to others, that 
parts of themselves are unlovable, that they are 
unworthy. Cautious, ritualized communication 
behavior is the result. 

Dynamics of Trust 

The dynamics of fear can be exchanged for the 
dynamics of trust. No one is likely to engage in 
much self-disclosure in a threatening situation. 
Self-disclosure can be made only in an atmos­
phere of good will. Sometimes it takes one per­
son's risk of self-disclosure to stimulate good will 

in other people. Trust begets trust; self-di~­
closure generates self-disclosure. The effective 
communicator is one who can create a climate of 
trust in which mutual self-disclosure can occur. 

Being an effective communicator, then, is 
based on these five basic components: an ade­
quate self-concept; the ability to be a good lis­
tener; thf': skill of expressing one's thoughts and 
ideas clearly; being able to cope with emotions. 
such as anger, in a functional manner; and the 
willingness to disclose oneself to others. 

MYTon R. Chartier 
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CONDITiONS WHICH HINDER 
EFFECTIVE COMMUNICATION 

An individual's interpersonal life is dependent upon his facility for making his thoughts, 
feelings, anJ needs knov.n to others and on his recepth'eness to the attempts of others to 
share similar data with him. Communication, a multi-faceted phf;'llOmenOn, is the result 
of efforts by individuals toward this end. Communication can be considered in simplistic 
terms as the sending and receiving of messages, since both elements must be present 
for communication to tak~ place. However, the fundamental transaction of message sent 
and received does not presuppose that communication has occurred. Often, it has only 
partially occurred or has been aborted entin:ly as a result of the circumstances sur­
rounding the occasion when the communication attempt was made. ""hese circumstances 
may be environmental, emotional, verbal-skill oriented, phenomenologicaL or resulting 
from a host of conditions present within the individuals who are attempting to relate. 

An analogy may help to clarify the concept of the effect of circumstances on the ef­
fectiveness of sending and receiving messages. In the late afternoon when you observe a 
sunset, the sun often appears to be a deep red, larger and less intense than it seems at 
midday, This is due to the phenomenon of refraction, the bending of the light rays as they 
pass through the earth's atmosphere, and the higher density of dust in the air through 
which the light passes as the sun goes doy,n. The sun has already moved below the hori­
zon, but it is still in sight because its emissions are distorted by the conditions of the 
medium through which they must travel. In a similar way the messages which we send to 
each other are often refracted by intrapersonal, interpersonal, and environmental condi­
tions which contribute to the atmosphere in which we are relating. I may distort my mes­
sage to you by giving out mixed messages verbally and symbolically, and you may distort 
what you hear because of your own needs and experiences, The two of us may be located 
in an environment, physical and psychological, which contributes to the difficulty in clearly 
sharing what we intend. In an atmosphere of suspicion, for example, we may both become 
unduly cautious in our communication, 

While it is unlikely that totally non-refracted communication is a possibility over 
time between any two persons or with significant others with whom we must deal inter­
personally, an awareness of conditions which block and alter the intention of sent and re­
ceived messages may produce less refraction and better communication in the long run. 

REFRACTING CONDITIONS 

Preoccupation 
Emotional Blocks 
Hostility 
Charisma 
Past Experiences 
Hidden Agendas 
Inarticulateness 

Stereotyping 
Physical Em"ironment 
Mind-Wandering 
Defensiveness 
Relationships 
Status 
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Some of the conditions which cause refraction can be labeled and examined in the light 
of their impact on effective communications. One such condition is preoccupation. An in­
dhidual who is focusing on intenial stimuli may listen in such a way that none of the mes­
sage comes through or so little of it that he cannot grasp the message appropriately and 
may respond in such a way that his blocking of the message is apparent. A story is told 
of a columnist in New York who attended numerous cocktail parties and had come to be­
lieve that a certain socialite was so preoccupied with making an outstanding impression 
on her guests that she was unable to hear anything they were saying. To test his theory he 
came late to her next party, and when he was greeted effusively at the door by the hostess. 
he said, "I'm sorry to be late, but I murdered my wife this evening and had the damnedest 
time stuffing her body into the trunk of my car." The super-charming hostess beamed 
and replied, "Well, darling, the important thing is that you have arrived, and now the 
party can really begin!" 

A second condition may be an emotional block to the direction which the message is 
taking. Words may have become emotion-charged for an individual, possibly due to his 
conditioning in childhood or to current circumstances in the indhidua]'s life at the time 
the communication attempt is made. An example might be of the well-intentioned, but 
unaware adult white male who in speaking to an adult black male makes reference to "you 
colored boys." A woman who is having difficulty in conceh'ing a child may not be able to 
discuss Aunt Mary's comment, "r\ow that you and Bob have been settled for a few years, 
it would be nice to start a family," or she may find herself responding irrationally to a 
lecture on population control. 

Hostility may create refraction of messages. This can occur when communicating 
with an indh'idual with whom you are angry, or it may be a carryover from a recent ex­
perience. It may also be the subject matter which arouses hostility. When indh'iduals 
are engaged in a hostile confrontation, they often distort messages from the other in such 
a way that provides fuel for further venting of hostility. A husband and wife may haw 
the following type of exchange of messages: He: "I really thought I was helping you 'when 
I, .. " She: "Are you trying to tell me that I was incapable of ... " He: "You aren't cap­
able of much of anything! Just 10f)k at the state of our finances." The intended message 
of the husband was, "I know I've made you angry by my action. Where did I go wrong?" 
The angry wife chooses to intrepret the word "help" as an accusation that she lacked 
resources to handle the situation, Her message elicits further distortion and hostility from 
the husband. In another example, a man may come home from just having had a confronta­
tion with his boss and may carryover his hostility to his family by over-reacting to his 
wife's messages concerning the day's irritations, or he may simply filter out all mes­
sages and respond in monosyllables to any attempts at communication. The subject 
matter being dealt with may engender hostility and thereby distort the message. A father 
may comment that his son should plan to have his hair trimmed for his sister's wedding 
and find that his message has been refracted as all-encompassing criticism of his son's 
life style. 

The charisma of the sender of a message may affect how the message is receiwd. Po­
litical candidates are often chosen more for their possession of this quality than for their 
other attributes. A charismatic person can often make tired, trivial messages seem ne\\' 
and important to the receiver; however, this too, can become detrimental to communica­
tion since the receiver of the message is less likely to question or ask for clarification 
of the message. How often have we come away enthusiastically from ha\ing heard a 
dynamic speaker, only to discover that we cannot actually remember the content of the 
speech. Conversely, an individual who has something important and unique to say to us 
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may not be able to hold our attention in such a fashion that we hear the message he is 
sending. 

Past experience can predispose us to refraction. If the weekly staff meetings where 
we are employed have always been a waste of time, we may come into each succeeding 
meeting expecting not to give messages sent much consideration or to hear them as hav­
ing no relevant implications. Staff meetings may also nurture another kind of condition 
which may create message refraction. An individual with a special interest, Le., a hid­
den agenda, may hear all messages only in reference to his own needs or may not be able 
to hear messages which do not relate to his own interest. If his hidden agenda is com­
petition with another employee, he may reject all the suggestions made by the other man 
or may attempt to manipulate others into distorting the other man's messages. He might 
make such comments as, "Of course, Dave has no real expertise in this area," or, "\Ye 
all know that the administration wiU never buy that, Dave." The indh'idual with this hid­
den agenda may dismiss an excellent idea from someone with fresh perspective. 

Simple inarticulateness, or lack of verbal skill, may distort the intention of the send­
er. Since darity is essential for the true message to be received, an individual may never 
be able to communicate effectively if he has never developed verbal skills. If the receh'­
er of the message is unaware of the sender's difficulty, he may dismiss the messages or 
distort them. \' erbal patterns which are culturally determined may also hinder communi­
cation since they could function as lack of ski11 when the message is receh·ed. An in­
dh'idual from a minority culture may be quite articulate within his peer group but may 
fail to get his messages through when speaking to an individual from another culture. It 
is at this point that verbally administered standardized intelligence tests become invalid. 
An Appalachian child was once being tested by a ps),chometrist, who asked that the child 
name the seasons of the year. The child replied, "Deer season, 'possum season, fishing 
season ... " The child showed an excellent grasp of seasonal variation throughout the 
year, but because his response was not the standard one, his score on the test was re-
duced. ' 

Culturally-determined verbal patterns may lead to another type of communication dis­
tortion-stereotyping. Eliza Doolittle was "heard" and understood as a charming, if un­
conventional lady once her speech patterns had been altered from their original cockn€'y 
flavor. However, Eliza hadn't changed her values or increased her worth as a person in 
changing her speech patterns; the only change was in her ability to send messages as a 
refined lady rather than as the stereotype of a thoroughly dismissable guttersnipe. Another 
type of stereotyping which causes adjustments in a person's perceptual prism is that of the 
visual impact of the speaker. A very com:entional indh'idual may "h€'ar" all attempts at 
communication as radical if the speaker has a non-com:entional physical appearam'€'. A 
conser\'ati\'e member of the faculty at an urban university may hear a bearded c:oJ)€,gue 
say, "Perhaps some of the experin"1ental programs such ~s the" bac:helor's degree in gen­
eral studies would serve the needs of our particular group of stud€'nts better than the tra­
ditional degree programs seem to do," and angrily dismiss the idea as an attempt to down­
grade the "standards" of the university. Yet a consen'atin'-appearing colleague might 
make the identical proposal, and the faculty member could respond with. "Yes, \\'€' need 
to ha\'e more flexibility for our particular student population." 

Physical environment alone, may create conditions under which communication cannot 
take place effectively. A stuffy, warm room may make it impossible to send and receive 
messag€'s accurately. An individual's physical state may also be detrimental to communica­
tion. Any teacher will expound at length on the decline in understanding on the part of stu­
dents as summer approaches in a non-air conditioned classroom. Physic:aJ environment 

(;J973 ('nit"I'Tsi'y AWlcillfC\ 



may contribute to another .condition which may get in the way of communications. Mind­
wandering is a state to which all are susceptible. This distracts from the message sent 
in much the same way that preoccupation distracts, only the internal stimulus may newr 
focus on any topic for more than a few seconds. This inability to focus for long on internal 
stimuli will generalize to the external stimulus of a sender's message. 

Defensiveness leads to continual refraction of messages received. The insecurity of 
the individual tends to distort questions into accusations and his replies into justifications. 
A husband may ask his wife if she happened to get a six-pack of beer when she was grocery 
shopping. His intention is informational, i.e., he is going out for cigarettes and will pick 
up some beer at the same time, if she hasn't already bought some. The issue is duplica-

.. tion of effort. The insecure wife, however, may respond as if the issue were her ability 
to meet his needs. "!'I:o, I didn't. I can't think of everything, you kno\\', when I've got the 
kids with me and time is getting short, and I can't even find a decent roast that we can 
afford. I suppose you think my buying beer is more important than preparing a good meal 
tonight!" 

When we are attempting to communicate with another person we are giving out two 
sets of messages simultaneously, content and relationship. The other person may be so 
preoccupied with hearing any cues about the latter that the content is lost or seriously reo 
fracted. For example, a boss tells his secretary that he has a set of instructions for her 
and that he wants her to be sure that she gets them right. If she is insecure in her re­
lationship with him, she may hear an implication that she is being evaluated negath·ely. 
Consequently, she may distort her hearing of his instructions. 

Perhaps the most difficult condition to overcome in communications is that of status, 
since it encompasses most of the elements which have already been discussed. An in­
dividual in a position of high status may find communication difficult with most of the 
people with whom he must interact since his perceived power differentially affects vari­
ous individuals. One person may be preoccupied with impressing the source of power, 
while another may be defensive, feeling that his job or perhaps his own status is threaten­
ed by the powerful individual. In addition, any high-status individual must deal with the 
hostility of the envious, the stereotyping of the power-worshipper: the past experiences 
with other high-status individuals that people may be generalizing from, and the emotional 
elements generated by all of these conditions. 

The means of alleviating these conditions which interfere with the communication 
process are as varied as the individuals who must deal with them. The key, however, is in 
becoming aware of the conditions which are interfering with the process and attempting 
to modify behavior in such a way that messages are less often and less se\'erely refracted. 

J. William Pfeiffer 
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DEALING WITH ANGER 

Anger is the first emotion human beings experience and the last one we learn to manage effec­
tively. As early as four months of fl.ge, the human infant's vague feelings of distress differentiatt­
into recognizable anger; for many of us, a lifetime is spent in denying. suppressing, displacing. or 
avoiding this troublesome emotional experience. Because anger usually uccurs within an interp('J'-

. sonal context, it is a frequent group phenomenon and presents a management challenge to all 
concerned. 1 

Anger happens when we perceive an external event (object or person) as threatening or 
when we experience the frustration of unmet expectations. Although anger seems to be a response 
to something outside of us, it most often is an intrapersonal event: we make ourselves angry. 
But because anger is so unpleasant and human beings are so adept at projection, we usually attempt 
to locate the source of our anger outside ourselves with statements such as "You make me angry," 
"You have irritating habits," "You bother me." 

ANGER AND THREAT 

When we perceive an external event as threatening to our physical or psychological well-being. a 
cycle of internal movements is initiated. As the perception is formed, assumptions are made 
internally about the possible danger of the threat. The assumption is then checked against our 
perceived power of dealing with the threat. If we conclude that the threat is not very great or that 
we are powerful enough to confront it successfully, a calm, unflustered response can occur. But if 
we conclude that the threat is dangerous or that we are powerless to handle it, anger emerges in 
an effort to destroy or reduce the personal threat and tQ protect our assumed impotency. The 
anger cycle can be graphically represented. (See Figure 1.) 

Anger 

Figure 1. The Anger Cycle 

........ ....... 

Resentment and Expectations 

Threat 

Assumptions 

In the Gestalt view, anger is resentment, an experience accompanying a demand or expectation 
that has not been made explicit. Unanswered demands or unmet eXIk"ctations are frustrating: they 
become another kind of threat, which trips off the anger cycle within us. 

I For a useful instrument dealing with anger, see the MInventory of Anger Communication" by Millard J. Bienvenu. Sr .. in tht' 
Instrumentation section of this AnnlUll. 
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Maladaptive Expressions of Anger 

Unlike most other feelings, anger has no specific body organs for expression. 2 Physiologically. 
anger is accompanied by an increase in blood pressure and muscle tightness; psychologically, 
there are impulses to say aggressive words, strike out, commit \iolence. But the expression of 
anger can be so terrifying and threatening that, rather than express it outwardly, we sometimes 
tum it inward, against ourselves. This short-circuiting of the anger cycle produces distortions of 
another magnitude: anger turned inward is experienced as guilt; guilt produces ft'elings of dc>prt's­
sion, incompetence, helplessness, and, ultimately, self-destruction. 

Another common way to short-circuit the anger cycle is to vent the ft'eling, not at the 
percei\:ed threatening event, but at someone or something else that is convenient. \\'e are angry 
at the traffic jam, but we snap at an innocent spouse. The children consistently refuse to meet our 
expectations, but we kick the dog. We are angry at the group leader, but we complain aoout the 
food. Such displacement of angry feeling serves to ventilate but not to resolve: the anger cycle still 
lacks closure. When displacement becomes generalized to the system, the government, or the 
state of , Vest ern culture, we begin to see the whole world as hostile and we de\'elop a wrathful. 
attacking beha\'ior style. 

Expression of anger can lead to violence: turning it inward produces depression. Displace­
ment is ultimately ineffecti\'e and can damage innocent third parties. Repeated failure to dose the 
anger cycle can produce a hostile. cynical, negative \'iew of reality. And even though anger usually 
occurs in an interpersonal context, it is not an interpersonal event, but self-generated. "'e mah 
ourselves angry, and there is no one else who can honestly be blamed. Suffering the anger often 
seems to be the only alternative. 

DEALING WITH PERSONAL ANGER 

The obvious way to eliminate anger from our lives is to become so personally secure that nothing 
threatens us. Short of that level of self-actualization, the procedures described here may help. 

Ou:ning anger. Acknowledging anger and claiming it as our own behavior is a helpful first 
step. It increases self.awareness and prevents unwarranted blaming of others. Turning blame and 
attribution into "1" statements locates the anger where it actually is-inside us. This procedure 
can help develop a sense of personal power. 

Calibrating the response. Anger is not an all-or-nothing experience. It ranges from relati\'ely 
mild reactions such as "I disagree," "I don't like that," and ''I'm bothered," through medium 
responses such as ''I'm annoyed," ''I'm pissed off," and ''I'm irritated," to intense reactions such as 
''I'm furious," ''I'm enraged," and "I feel like hitting you." Learning to differentiate between 
levels of anger helps us to assess accurately our capacity for dealing with it. 

Diagnosing the threat. What is frightening about the perceived threat? What do I stand to 
lose? Anger happens because we quickly assume that the situation is dangerous-so qui('kly that 
we frequently do not know why the stimulus is threatening. Diagnosing the threat frequently 
reveals that it is simply a diflerence in values, opinion, upbringing, or styles of behaving. 

Sharing the perceir;ed threat is a way to make the internal anger cycle a public or interper­
sonal event. It diffuses the intensity of feeling and clarifies our perceptions. It permits us to 
receive feedback and consensual validation. 

Forgiveness involves letting go of the anger and cancelling the charges against the other­
and ourselves. Forgiving and forgetting cleans the slate and is a way of opening yourself to future 
transactions. Forgiveness is a magnanimous gesture that increases personal power. 

2Bodilr responses durin~ an~er and in st'xual arousal are nt'arly indistinguishablt'. the- onl)' difi"t'renC't' is that in sexual arollsal. 
rh}1hmic muscular mo\'emt'nt. tumt'scenl't'. and genital secretion or ejaculation rna} occur. 
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DEALING WITH ANOTHER'S ANGER 

In interpersonal situations, we often respond to another person's anger, whether or not we baW' 
occasioned it, by threatening or frustrating behavior. It frequently happens that we receh e 
another's anger just because we happen to be there. Laura Huxley, in her aptly titled book 1'(1/1 

Are-Not the Target (1963), views the anger of another as negative energy that is dumped on us. just 
as ocean waves dump their energy on the beach. 

Anger from another has high potential for hooking us into what is essentially someone else'!, 
problem. If we view another's anger as threatening, we start the anger cycle in ourselves, and then 
.we have our anger to deal with, as well as the other person's. To be angry simply because someone 
else is angry makes no sense, but it frequently happens anyway. O:mtagion is a usual by-product of 
intensity. 

Anger from another, if responded to appropriately, can increase interpersonal learning and 
strengthen a relationship. The following steps may be helpful. 

Affirm the other's feelings. An old Jules Feiffer cartoon devotes nine panels to one charactt'r 
building up his anger toward another. Finally, he verbally confronts the other with "I hate yO\1. 
you son of a bitch!" The other character replies, "Let us begin by defining your terms." To aJ(inn 
another's anger is to acknowledge that you are receiving it and to express a willingness to respond. 
To disallotL' another's anger usually heightens its intensity. 

Ackllou:l~dgc your otell defcllsirencss. Let the other person know what you are feeling. 
Acknowledge that your own tenseness may lead to miscommunication and distortion. Develop an 
awareness of the impact of received anger on your body. 

Clarify and diagnose. Give and request specific feedback. Distinguish between wants and 
needs. Check expectations. Discover together who owns what in the situation. When interper­
sonal needs and wants are out on the table, the resolution of anger becomes more probable. 

Renegotiate the relationship. Plan together how similar situations will be dealt with in the 
future. Contracting to practice new behavior may help eliminate the sources of friction. Acknowl­
edge regret and exchange apologies if that is warranted . .Agree on a third-party mediator to he lp if 
the two of you are getting nowhere. 

Anger does not disappear if we refuse to deal with it; it continues to grow \\ithin us. If we 
deal with anger directly, the discomfort and unpleasantness are compensated by the new learning 
and self-strengthening that occur. Ifwe deal with it indirectly, we easily trap ourselves into polar­
ization, passivity, "gunnysacking," name-calling, blaming, gaming, and viewing ourselves and 
our adversary as weak and fragile. Anger is not the worst thing in the world. It is a powerful sourc:e 
of energy, which, if creatively and appropriately expressed, leads to personal growth and improved 
interpersonal functioning. 

SUGGESTED ACTIVITIES 

The following activities may be useful in learning to deal with anger. 

1. Data can be collected on the methods group members use to deal with anger. Statements 
beginning with "When I'm angry, I ... " and "I resent ... " can be classified and used to begin a 
discussion on anger management and conflict resolutions. 

2. A structured fantasy is helpful for members to identify their ogres about anger and angt'r 
expression. 

3. Anger-producing situations can be role played. 
4. The group members can express anger nonverbally (sounds, 

determine the intent, impact, and after-effects of expressing anger. 
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AIDS FOR EFFECTIVE FEEDBACK AND CONSTRUCTIVE CRITICISM 

1. Complain' to the person making the mistake or error and 
not to anyone else. 

2. Focus feeback on behavior or performance, not on the person. 

3. Don't compare the person's behavior with that of others. 
Competition should be directed to competing with standards, 
not with other persons. 

4. Do not criticize in front of others. 

5. Make your criticism as soon as you can after the event, 
keeping in mind the need to do it privately. 

6. Don't "beat a point to death". Give your criticism and 
shut up about it if the employee understands and has 
given your criticism careful consideration. 

7. Object only to actions, behavior and performance that the 
person can change. 

B. Focus feedback on observations rather than inferences. 

9. Avoid sarcasm. 

10. Don't preface your complaints. Get right to the point 
and avoid "pussy-footing" on criticism. 

11. Avoid talking in absolutes. Stay away from words like 
"always", "never", etc .. 

12. Remember to compliment. If you never compliment the other 
person, don't expect him/her to remain open to your criticisms. 

13. Don't overload. Focus feedback on the major problems and 
errors. Avoid "nit-picking". 

14. After making your complaint in good faith, don't apologize 
for it. 

·15. Don't IICOp out". If you don't like something, let the 
person know that YOU are displeased rather than say things 
like "the Chief would be upset with you". 

16. Use "we" a lot when giving feedback designed to encourage 
performance. Create that "team" effect. 

17. Avoid the use of "YOU" when criticizing, it is seen as a 
personal attack. 

lB. Be empathetic! 



WORK AND MOTIVATION •.• 

Fr~derick Herzberg 

People have long felt that there if> some connection between the 
work people do and their adjustment to life. "Hard work," in itself, 
has been considered a virtue in many cultures for centuries. In 
n~re recent times, work has been adopted as a therapeutic tool. There 
was the introduction of occupational therapy as an integral part of 
the treatment and rehabilitation of persons with emotional difficulties. 
Laler there developed an approach to the recuperation and rehabilitation 
of the ~ntally ill called I'milieu therapy.'1 in which the total 
environl1l~nt b u:.ed as a part of treatment. One of the most significant 
of the environmental factors that are believed to contribute to mental 
health is involvement of the person in meaningful work. 

The nature of meaningful work and mental health Is al!>o the primary 
CQncern uf Frederick Herzberg. 26 Hi:. interests, however, are not 
centered on the relationship between meaningful work and mental health 
for the mentally or enntionally ill. Rather he is concerned with 
the role that work and working conditiuns play In the lives of "normal" 
w~r"ing p~ople. 

Herzberg is bef>t known in behavioral science circles for his 
"motivation-hygiene ll theory.Businessmen usually associate his name with 
the "sat i:.fiers" and "dissatisfiers l' concept:., which are components 
of the mutivation-hygiene theory. 

Re5earch Model 

The motivation-hygiene theory grt:w out uf research on the 
attitude:. (or jub opinions) of 200 accountant:. and engineers, 
were interviewed individually by Herzberg and his col leagues. 

job 
who 

The 
research design was an extremely simple one, bui It around ,the 
question:.: "Can you describe, in detail, when you felt exceptionally 
good about yuur job?" and "Can you describe, in detai 1, when you fel t 
except i ona 11 y bad about your job?" 

26 Dr . HerLberg I:. professor and chairman 01 the department of 
psychology at Case Western Reserve University in Cleveland, Ohio. 
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Analyses of the rc~ponses shQwed that the subjects most often 
mentioned job experiences or factors related to a good feeling 
about the job In terms of the job content. These were categorized 
as content factors. Factors or experiences mentioned In connection 
with a bad feeling about the job were most often related to the 
surrounding or peripheral aspects of the job, and they were 
categorized as context factors. 

Herzberg classified the job cont~nt factors as satlsflers, or 
those factors giving personal satisfaction. The context factors 
were called dlssatlsfiers. 

The most significar,t finding was that rarely v'ere the same kinds 
of factors named in connection with good and bad work experiences; 
in fact, they appeared to be separate and distinct kinds of experiences. 
Herzberg found, for example, that the opposite of satisfaction on the 
job Is not dissatisfaction; instead it is no satisfaction. Conversely, 
the opposite of dissatisfaction Is no dissatisfaction, rather than 
satisfaction. Because something doesn't cause dissatisfaction, it 
doesn't follow that it causes sutlsfaction. Satisfaction and 
dissatisfaction are discrete feelings, not polar extremes on a 
continuum. Because his model postulates two separate kinds of 
varlables--one set of factors that satisfy, and a second set of 
factors that dissatisfy -- It Is often called the "Herzberg Two-Factor 
Theory." 

Satisfiers and Dissatisfiers 

Herzberg analyzed and classified the job content factors or 
satisfying experiences as follows. 

Satisfiers 

.. Ach i evemen t 

• Recogn I t I on 

• Work i tse If 

• Responsibility 

• Advancement 

• Growth 



He categorized the context or environmental factors causing 
dissatisfaction to include: 

Dis sa tis fie rs 

• Company policy and administration 

• Supervision 

II Working conditions 

• Interpersonal relations (with superiors, subordinates, 
and peers) 

I) Salary 

.. Status 

.. Job secur i ty 

• Persona I life 

Definition of Factors 

These satisfying and dissatisfying factoTs 'may generally be called 
categorizations or Interpretations of actual experiences reported by 
the respondents. For clarification, Herzberg gives examples of real 
experiences as they fit into the categories: 

Achievement -- Achievement refers to the personal satisfaction 
of completing a job, solving problems, seeing the results of one's 
efforts. 

Recognition -- As a satisfier, recognition is in terms of a 
job well done or personal accomplishment, as contrasted with general 
recognition in a "human relations" sense, which Is categorized 
under Interpersonal relations. 

Work Itself -- The actual content of the job and its positive 
or negative effect upon the employee is a central feature of the 
analysis, whether the job be characterized as interesting or boring, 
varied or routine, creative or stultifying, excessively easy or 
excessively difficult, challenging or nondemanding. 

Responsibility -- Both responsibility and authority In relation 
to the job are Included here. Specifically, "responslbillty" refers 
to the employee's control over his own job, or to his being given 
responsibility for the work of otbers. This factor Is different 
from the consideration of whether or not there Is a gap between a 
person's authority and the authority he needs to carry out his job 
responsibilities. When this gap was reported, Herzberg classified 
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It under IIcompany policy and adrninfstr·ation,1I on the assumption 
that the discrepancy was evidence of poor management. 

Advancement -- Responses grouped under advancement are .restrlcted 
to actual change upward in st3tuS. In cases where a transfer or job 
change involves increased opportunity for responsibility, but 
with no accompanying change in status~ the responses were grouped under 
"respons ib i 1 i ty ,II 

Growth -- Responses under IIgrowthll include actual learning of new 
skills, with greater possibility of advancement within the current 
occupational special ity or in other~, as well as possible growth. 
In the IIpossible li growth colul1m Herzberg listed responses only 
indicating immediate gro .... 'th in the job (e.g., a craftsman's becoming 
a draftsman), but possibilities for fu:ur·e grONth as a result of the 
immediate growth (e.g., ttie same craftsman's move to draftsman may 
open the door to his eventually becoming a design engineer). In the 
same line of reasoning, "negadve" possibilities of growth were 
weighed (e.g., lack of form~1 education as a barrier to future growth). 

Company Policy and Administration -- Experienc~s relating to some 
over-all aspect of the company (as contrasted with supervisor­
subordinate relations) were listed in the category. Those include 
responses reflecting feelings about the adequacy or inadequacy of 
company organization and mallgement; for example, lines of communication 
so confused that an employee does not know for whom he is actually 
working or is not given adequate authority to complete his task, etc. 

Supervision -- Generally this category refers only to the 
competency or technical abil ity of supervision, as contracted with 
interpersonal relations. Factors listed under "supervision" include: 
the supervisor's willingness or unwillingness to teach or to delegate 
responsibi lity, fairness versus unfairness, and the supervisor's 
knowledge of his job. 

Working Conditions -- These responses have to do with the physical 
environment of the job including the amount of work, the facilities 
for performing it, light, temperature, tools, space and ventilation, 
and the general appearance of the work place. 

Interpersonal Relations -- Herzberg broke down responses in this 
category into relations involving the respondent and his superiors, 
subordinates, and peers. He concedes that interpersonal relations 
playa role In almost all of the major categories, for example, In 
company policy and administration, personal recognition, and change 
in status; but responses I isted under "interpersonal .relations" were 
only described by the respondent as being an expl icit Interaction 
between himself and someone else in the firm. Implicit factors 
were listed elsewhere. 

, 
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A further breakdown of the responses was made in terms of the 
nature of the interpersonal interaction. On the one hand, there 
are the "sociotechnical ll interactions, which involve interaction 
in the performance of the job. On the other hand, there are 
interactions that take place during working hours and between 
others In the company, but which are called purely social InteractIon-­
coffee breaks, lunches, and recreation. 

Salary -- This category Includes all response~ involving 
compensation. Virtually all the responses center on wage or salary 
Increases or unfilled expectation of increases. 

Status -- Status, as a category, was restricted to responses 
Involving some indication of status per se as a factor In the 
respondent's feeling about the job and mentioned specifically. 
For example, included here were such responses as: having a carpeted 
office, having a secretary, driving a company car, having access 
to private Hupper echelon" dining facilities. Change In actual 
status -- promotion, advancement -- were categorized under "advance­
ment," In which status and recognition are implici~. However, 
Inferred status W?5 not listed in this category; only those responses 
In which some appurtenance of status was mentioned were listed. 

Job Security -- The criterion for this ca~egory Is objective 
signs of the presence or absence of job security, not feelings of 
security. Responses under job security include tenure and company 
stabi I i ty or instab iIi ty. 

Personal Life -- Factors in the respondent's personal lif~ which 
affect the job were excluded from this category. Only those Job 
factors that affect personal life were included, so long as these 
factors had an influence on the way the respondent felt about the 
job. For example, a response about the company's moving an employee 
to a location where he or his family were unhappy fell into his 
category. 

Categorization of Factors 

Clearly, not every respondent's answers fell neatly Into the 
two columns of "satisfiers" or "dissatisfiers." There was some 
overlap or extension of a "satisfier" into the "dlssatisfier" 
column in some Instances. However, in analyzing and categorizing 
the responses. Herzberg listed a total of sixteen factors which 
were mentioned with enough frequency to differentiate statistically 
between the general "satisfier ll or "dissatisfler" categories. 
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Herzberg called the dissatisfiers hygiene factors, bor~owing 
the medical and paramedical definition of hygiene as "preventive 
and environmental." They are also sorretimes referred to as 
"maintenance" factors. 

The satisflers, which are all related to the job 'Itself, 
were called motivators, since other findings in the studies suggest 
that they are effective in motivating the employee to greater perform­
ance and productivity. 

In establishing his motivation-hygiene theory, Herzberg draws 
heavily upon the hierarchy of needs developed by Maslow. 27 
Herzberg stresses that the factors which truly motivate the work 
are "growth" factors, or those that give the worker a sense of 
personal accomplishment through the challenge of the job itself. 
Real motivation is seen as resulting from the worker's involvement 
in accomplishing an interesting task and from his feeling of 
accomplishrrent alone, and not from the working conditions or 
environmental factors that are peripheral to the job. Clearly, 
there is a connection here with Maslow's theory of self-actual ization, 
which states that the motivated person receives satisfaction from 
the sheer love of doing the job. 

Deficit Needs and Manage~ent Practices 

The dissatisfiers may be classed as "deficit" needs (their 
importance is felt only in their absence). Herzberg found, for 
example, that good working conditions (physical environment, 
congenial co-workers, good supervision) '/ere rarely named as 
contributing to job satisfaction. On the other hand, bad workIng 
conditions were frequently named as sources of dissatisfaction. 

Even more significant in Herzberg's model of worker motivation 
is the contention that the satisfiers and dissatisfiers are separate, 
distinct, discrete factors, rather than opposite poles of the same 
factor. As he expresses it, the fact that something doesn't 
dissatisfy doesn't mean that it satisfies. 

He says that most of industry's attempts to motivate workers, 
or to establish a climate in which workers will be self-motivated, 
have taken the form of stressing hygiene factors while ignoring 
the motivators. As an eXJmple, he cites so-called fringe benefits. 
People are dissatisfied if fringe benefits are missing or inadequate, 
says Herzberg, but their existence is worth nothing in terms of 
getting real motivation from people. So fringe benefits are relegated 
to the status of dissatisfiers, since their importance is felt only 
in their absence. 

, 
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Self-actualization Through Meaningful Wcrk 

Again, using Maslow's hierarchy of needs as one basis for 
his views, Herzberg Insists that the hygiene factors are important 
and that they, like Maslow's lower level needs, must be adequately 
provided if a person Is to rise above them to the self-actualizing 
concerns of involving himself in meaningful tasks. If the hygiene 
factors are removed or diminished, the worker slirs down a level 
or two in the hierarchy and becomes concerned about them, Instead 
of about the content of his work. One gauge of the health of an 
organization, in this context, is not the complete absence of 
complaints or disgruntlement, but the nature of the complaints. 
If a man is unhappy because he doesn't have a carpet in his office, 
he is at entirely different level of mental health than the man 
who complains that his job is boring according to Herzberg. 

If, as Herzberg claims, industry has expended a great deal 
of time, money, and effort trying to gain worker motivation the wrong 
way, should these hygiene factors be SLopped or reduced? Herzberg 
says "no ,1I for they will sti 11 be an important part of the worker's 
needs and demands and, he conjectures, even more of such things as 
fringe benefits Will be needed because "everyone else has them" and 
the economic needs of people still must be met. But, according to 
Herzberg, management Is fooling itself if it expects to get motivated 
workers In return. "Longer vacations don't motivate." 

Han as Adam and Man as Abraham 

Both hygiene and motivational factors must be considered. 
To illustrate this point, Herzberg uses tloJO views of the nature of 
man as embodied In the biblical p~rsond~e5 Adam and Abraham: 

In Herzberg'S analogy, Adam was cr~ated as the perfect man, 
though feeble-minded, because he WdS creAted without knowledge. When 
Adam ate the fruit from the tree of knowledge, God cast him out of 
Eden to suffer. This exile of suffering included havin8 to totl for 
his food. Work, then, was a kind of punishment,28 and AJam became 
like the rest of living matter that must struggle with the environ­
ment in order to survive. Adam is characterized as an "avoidance 
organism," in that he was motivate,d mainly t(, avoid dissatisfaction 
and unhappiness. 

The second view of man is epitomized in Abraham, who was seen 
as capable, having innate potential, and responsible. This Abraham 
view of man is that man is endo"Jed I-Jith d nature that impels him 
to utilize and fulfill his capabilities toward accomplishment --

28Some students interpret Adam's banishment fro~ Eden as being the 
mornen't he ceased to be a I'puppet" and acqul red personal i ty and 
independence, but the "punitive" view seems the more prevalent. 
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underscoring the distir,ct:Je qu<it:ie::. :,hat ?et him above lcwJer 
forms of animal life. 

Herzberg st,ae5 that ~'/hile man is, at the same time, both 
Adam and Ab raham, each of these' t\r,'o vi e\ls of man has its own 
distinct origin. Satisfyi~~ the needs of the Adam has little 
effect upon the neec1s of the Ab raharn j n man. Both natures have 
to be served, but one cannot be a sub~titute for the other. 
Or, to use another analogy. one cannot find happiness by avoiding 
pain, nor can one avoid pain by finding happiness. Happiness 
and pain are not polar opposltas of the same feeling originating 
at the same sourc.e. So it is, for Herzberg, with satisfiers and 
dissatisfiers. 

Implications for Employee Motivation 

Herzberg's charge to management is to recognize the disparate 
nature of hygiene facto,s and m~tlvato~s. In fact, much of his 
comments addressed to r.~nagement t~ke on t~e quality of polemic 
that management must bp.gin trying to bui ld more real motivating 
factors into the system if mana~ement hOPes even to maintain 
current levels of productivity, let alone maximize it. Herzberg 
postulates that modern western industrial society has already 
been credited with all the lower ranks of Maslow's hierarchy: 
physiological needs are represerted by the job itself and by 
sa 1 ar i es; safety needs b',' safety programs,' workmens I compens at ion, 
seniority. job security, and by unions; belongingness, by company 
paternalism, recreation r .. r0grarns, "sophisticated" fringe benefits 
that are aimed at gettir,~ the employee to identify with the company 
team, and again by union~; e5tee~, ·by special educational programs 
and ego-gratifying statLs symbols on the job. 

Job Enrichment 

Herzberg's resear~h gives rise to his contention that the 
focus of motivational attempts should nOloJ be on the self-fulfilling, 
achievement-motivated, self-actualizing needs of employees. 29 
The continuing theme of his prescrlPtion for a motivated work force 
is job enrichment. He i5 careful to point out that job enrichment 
means actually' increasing ti,e challell'ling content of the job that 
will cause the employee :0 ~ro~ both in skill and in his feeling 
of accomplishment p and that job enlargement (a more commonly used 
term) may mean 10a~ing the e:nployee down with more to do, while 
providing hirr. no opportunity to grow. Indeed, says Herzberg, this 
kind of "horizontal job loading." or increasing the number of tasks 
an employee performs, may amount only to making the job structurally 
larger. This, he says, may b:=:! demotivating. He maintains that no 

29 He concentrates or self-actualizing work, yet prominent among the 
factors listed as si3tisfiers are advancement and recognition 
(which in moSt of his studies exists both as a satisfier and, to 
a lesser degree, d dissat15fier). He explains this in terms of the 
'Inever endin9 search ·i',r sti:ltu",." 

, 
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amount of human relations can m2ke up for insipid jobs and that 
simply adding more insipid jobs to an employee's responsibilities 
is akin to adding insult to i~jury. 

In a recent article,30 Herzberg spells out specific actions 
that a company can take in developing a program of vertical job 
loading, which amounts to job enrichment. 

The vertical job loading guidelines on page 25 were derived 
from the results of research on job enrichment for employees In 
the stockholder relations department of a major American firm. 
Herzberg cautions that the whole idea of job enrichment (as contrasted 
with job enlargement) is stil I in its formative stages, and that 
much more research is needed. Sti 11, there are companies that are 
enthusiastic about the results oblained from applying the principles. 
of job ynrichment based on assumptions akin to the motivation-hygiene 
theory.3 

Validation of Theory and Critiques 

Herzberg and his colleagues first published the results of 
their initial studies of engineers and accountants in 1959, along 
with the "motivation-hygiene" theory, in the book, The Motivation 
to Work.32 The studies have since been replicated on at least 
16 additional populations representing approximately 1,700 employees. 
These subsequent studies included agricultural administrators, 
professional women, hospital maintenance personnel, nurses, manufacturing 
supervisors, food handlers, scientists, engineers, teachers, technicians, 
assemblers, accountants, military officers, and managers about to 
retire. These have been cross-cultural studies conducted by Herzberg 
or by others using this basic research design in Finland~ Yugoslavia, 
Hungary, and the Soviet Union. The findings ~~ each of these studies 
closely parallel those of the originol study. 

Additional research to validate the hypotheses of the 'motivatlon­
hygiene" theory, conducted independently of Herzberg, has produced . 
parallel or similar results. 34 The theory is not always accepted with 

30"One More Time: How Do You Motivate Employees?" in Harvard Business 
Review, January-February 1968. 

310ne of these firms i\ Texas Instruments. 

32Herzberg, Mausner, and Snyderman, published by Wiley, New York: 

33For a summary of later research, further elaboration of the 

34 

"motivation-hygiene" theory, and a defense of the research, see Work 
and the Nature of Man, by Frederick Herzberg. Cleveland. World 
Publishing Company, 1966. 

See Friedlander, F. and Walton, E. IIPositive and Negative Motivations 
Toward Work" in Administrative Science Quarterly, 1964, Vol. 9 pp. 194-207. 
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P.I?:NClPLES OF VERTICAL 10.9 ! 04c;.·.NG 

A. Removing some con­
trols wnile retaining 
eccountebiliy 

B. Incree~ing the ec­
countobillty 01 in­
dividual~ for own 
work 

C. Giving a per10n a 
complete nolurol unit 
cl work (module, di· 
vision, aree, and so 
on: 

D. Granting additional 
authoriry 10 on em­
ployee in nis activity; 
iob freedom 

E. Mcking per:odic re­
ports directly eved­
eble to the werker 
11Imself rother than 
10 the supervisor 

P.e~pon~lbill! I or d 
personal achi~yemp.nt 

Pe~ponsibility and 
recognition 

Re\ponsib:1i1y o~~',,"~e­
IT'ent. end reccqndl;)n 

Respo,~;biliIY. cd.·e· ~. 
menl. end r£:~t1c'r .1101' 

Interne I recognitlOl1 

F. Introducing new end Growlh and learning 
more difficult tasks 
nol previously 
handled 

G. Assigning individuals 
specific or speciolized 
lo\ks, enebling them 
to become exper15. 

Re~porHib"ily, growl!.,. 
end advencement 

(Chart ;eprinlecl by speciel permission of 12-~!..v~~ 
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'------------------

I·di;, ''!:'1thu5iasm, hmvever. and there 
',:J\'E' [-,,",en resea rch 5 tudi es conducted by 
(rr.e: I.'c,\/chologists that counterindicate 
H~i2b~~0'S_5a[isf;er-dissatisfier theory 
a')·,ut. JOII tactors. Some of these 
c,n~rr.·'::;ctirlg studies used populations 
simil~r to those used by Herzberg in 
nls earlier studies (e.g., engineers), and 
concluded that the two-dimensional view 
of job satisfaction factors was 
slfllrl!st.ic and that the same factors 
rr,,-I'y' J:,t ::.atisfiers as well as dissatisfiers. 35 
OL'lcf~ :laVe criticized the theory on 
t!li~ ~F,.ur.ds that it ignores developmental 
p··-, ... l1.i' i l.y fuctor5 and individual 
.-: 1 I~' ;':'lces. 

TI. t , I·t::~,,-, ... rd· design and its inferences 
;':!\": . IS~l :r>en ,;;-lticized on the assumption 
~: " .... f' 1 e f-Jave an ego-defens i ve tendency 
t. iL:l·te the causes af thel r satisfaction 
t: :ilcr'\~lvc5, because of their need for 
(.'. L~C·:!'. ~·iI";!e they are apt to blame others 
0r ext~rn31 factors for their dissatisfactions. 

Ne~e:"~ele55, Herzberg and his critics 
ac" ~e that -mort'! on -::he job research needs 
to b~ Londucted to test further the 
"1T1:.liljaLi:~n-·hY9iene" theory in application. 
H,? r:~be i"s, I:; theo r i es, wh i 1 e among the mos t 
ccntr~versial of all behavioral research 
thcGries, are gaining steadi ly in favor 
al7l'!l'l r;~r 3ge :-s . 

35 See "Motivator and H~·9i.~ne f'i;'Olt..n~.;o·h f·:".f qesei'\rr.h dl1d Development 
Engineers," by r B. Gruer.. i; .IDI:rn<.:l of A;lplied Psychology, 1966, 
Vol. 50, No.6. 
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UNDERSTANDING THE NEW-GENERATION WORK FORCE 

When we talk about changing "human resources" in any company, we must consider 
two factors: the needs of the business, and the needs of the employee. And gradually, 
both are changing. 

How have the company's needs changed? Think about your own organization-new 
equipment, new technology, new materials, new emphasis on computers, electronics, 
and engineering. The workplace is different from the way it was fifteen years ago; 
it may be very different from the way it was six months ago. 

How is the work force changing? 

Before we discuss the changes, we should define "work force." It's not just 
the blue collar worker, the clerk typist, the truck driver. 1t:s everyone in the 
organization-from president to engineer to first-line foreman. It's you, too. 

Let's look first about part of the work force: the new, young employees, 
coming out of high school or technical school or college, looking for their first 
"real" job. Who are they, and what do they want? 

1. First, theyi re educated. Researches say that the average employee retiring 
now from our company has the equivalent of a ninth-grade education. But by the 
mid-1980 i s, 7 out of the 10 people we hire will have at least some college-level 
education. 

~ Higher levels of education tend to produce higher expectations; the person 
who has been to col lege has a fairly high feeiing of self-worth, and he's ex­
pecting to find a job where he can use what he's learned. As one psychologist 
puts it, "Jobs aren't necessarily getting worse, but the people dOing them are 
getting better. ii 

2. The ilWoodstock" generation has grown up. they've joined the "establishment" 
and are now part of our work force. You probably can't recognize them among your em­

'ployees, but they're there-with their idealism about improving society, their skepticism 
about "big business" and institutions and authority figures, and with personal goals 
to "fulfill themselves" -in ,work, play, and family groups. 

Theylre just as ambitious as their parents were, but they're apt to say to you, 
"Look, 11m a person and I've got a life. 1111 give you my best for 8 hours a day, 
but the rest of the time is mine, and my happiness and fulfillment are ultimately 
more important than meeting your company's needs." 

They're not trying to tear down institutions anymore, but they're not intimidated 
by them, either. And they don't have the same fierce, blind loyalty to the company 
that their parents had. They're people first, workers second. 

3. They're aware of civil rights~ democracy in society, and they're demanding 
it now, too, in their workplace. American society is paradoxical in that it ~rants, 
without question, sUbstantial civil liberties to citizens in their private lives, but 
deni es many of those rights to emp'loyees at work. 

e In most companies today, employees perform at the sufferance of their supervisors, 
and are sometimes denied-or think they are denied-the ordinary rights of speech, protest, 
and complaint. "Management has the right to call the shots and direct the work; em-



ployees have the obligation to perform the assigned task, period.~ 

Newer, younger employees are saying that since theyi re part of the team~ 
since their job security is at stake in every management decision, they ought 
to have some say, some right of participation in decision-making. 

4. Many of the new employees are women-but theylre not looking for the 
traditional, clerical kinds of jobs. they're educated, ambitious, "liberated,i1 
and looking for every type of job a company has to offer. 

, Right now women are 41% of the American work force, and by the mid-1980's, 
they'll number over 50%. Many are primary wage earners-single, widowed, or 
divclrced-and they're looking at work in a very different way than welve come 
to expect. 

5. The rebellion in social consciousness-raising of the 60's has led to 
what author Tom Wolfe calls lithe ME generation." They're unwilling to wait 
for career success and want the pay, the benefits, the recognition now. They 
want to be treated as individuals, rather than as part of a group. (Interestingly, 
labor unions are very nervous about this change in work values among the new emerging 
work force.) 

£. There's a new feeling that psychologists describe as the feeling of en­
titlement among younger workers. They don't generally have the same feeling of their 
parents and grandparents-that IIhard work and persistence is my responsibil ity, and 
I'm the only one who can make myself successful. 1I 

They feel, whether or not we're ready to agre~ with them, that society owes them 
a job, owes the opportunity and training, owes them a 'decent standard of living. The e 
very fact that they show up for work in the morning-regardlesss of what they do or don't 
do once they're there-means that the employer owes them-a lot. 

7. There's one more group to be reckoned with-the IIback to nature ll group. With 
no interest in material possessions or in social status, they don't have a strong 
drive to work hard and IIget ahead"" Their needs are simple, so they can survive 
and be happy-with a minimum wage, consider their job just a job, and when the spirit 
moves to go elsewhere, they do. 

They may indeed be educated, but many will say theyive watched their parents 
struggle, work overtime, accept transfers, neglect their families, and have heart 
attacks-and the struggle for material goods isn't worth that very high price. 

Those are the new employees infiitrating our work. force. But experts also see 
some changing values in our "old reliable ll employees, that have an impact on our 
management of human resources as well. 

1. Some of our employees are now "prosperous II -in their terms. With good 
wages and benefits, a lot of overtime work, a paid-off mortgage, and perhaps a 
working spouse, they're very comfortable, particularly if they haven't raised 
their standard of living to their higher income rate. They may have grown up 
during the Depression, so they live modestly, but now they ar~ safe from economic 
pressures. 

2. With the new boom in physical fitness, some employees are glvlng a 
higher' priority to leisure time-again, "I'll give you a good 8 hours a day but 
I play tennis every Wednesday after work and I need Monday off to run in the mara­
thon. ~I The employee is a person first, an employee second. and work ;s onJ.y a part 



of his personal fulfillment. 

3. "Some employees donit see that hard work, loyalty, and perseverence are 
going to get them very far in their careers any more, although they may have once 
believed that. They may see vice presidents or managers in their company who have 
"wor ked their way Up" but they don't see that as possible any longer. 

In most companies today, the manager wonit take a chance and promote a mail 
room c"ierk who "seems bright," and hope that the guy develops. The manager doesn't 
have time to train, and so he'll hire one from the outside. So many employees, 
who once worked hard for promotions, now seem to feel that hard work no longer 
gives them a ligood grip on the next rung of the ladder.i1 

In fact, Industry Week surveyed chief executive officers of major American 
corporations; only 19% had spent their entire careers with one firm, while the vast 
majority had moved several times on their way up the ladder. 

4. Some employees are finding themselves in lido-nothing" jobs-where they only 
watch or monitor sophisticated automated equipment. It they do it well, they get 
added responsibility--watching more equipment. They're often physically isolated 
from other employees, forgotten by their supervisors, and can't leave their job 
post for lunch or breaks unt1l someone relieves them. Itis no wonder they don't 
feel motivated to even come to work in the morning, let alone do a superior jOb 
or feel a strong commitment to the company. 

5. Some employees, more aware of civil rights, are becoming aware of civil 
rights, are becoming aware of inequality in the work place. Blue collar peopie 
see that white collar workers have more freedom on, the job, don't have to punch 
a timeclock, may have more paid sick leave-can even use the company phone to make 
personal calls, or go to the restroom without permission. Is a white collar clerical 
worker more valuable to the company than a highly-skilled hourly machinist? Many 

. company policies and practices may umlittingly support that belief. 

6, Employees may see some penalties for working harder and smarter. What 
happens to the bright young employee who outperforms his boss, or turns in suggestlons 
to improve his department, when those ideas are things the boss should have thought 
of? No matter how he's praised from top management or the Personne"1 Department, 
he's probably in big trOUble with the boss, 

Another example: You hire a new employee and tell him there's lots of overtime 
work available, which he wants badly, After a few months, the department is running 

'more efficiently, partly because of the employee's contributions. So there's no 
more need for overtime. Itis a ii ca tch-22 i

' situation, because the employee is 
being penalized for doing a good job. 

7. Growth creates problems in a company-the age of specialists. The age 
of shared responsibility. No one gets th,e credit, and no one gets the blame, 
because no one person has individual responsibility from start to finish. There 
are too many ways that the blame can be shuffled off onto others, and too many 
ways that the cred1t and recognition have to be divided up. 

8. Another cause for frustration among current, longer-service employees 
is that some have overlearned their jobs. The challenge is gone. To some, 
of course, this represents a nice feeling of security. 



But one man's security ;s another man's prison, and your most valuable people 
find it vital that the abilities be used, tested, challenged constantly. A recent 
survey showed 81% of American workers saying they prefer a difficult job to an easy 
job. And yet most said they have easy jobs, and don't like it. 

9. Growth creates another problem for a company. The ten-person department 
becomes a hundred-person department. Employees become more and more removed from 
their direct supervisor and from upper management, and feel more like a number than 
an individual contributor, 

10. While the needs of the employees are changing, the needs of the company 
are also changing. At one time, a man with 20 years' experience could count on 
that as his "ace in the ho1e. 1I But what good does that experience do if the 
company is changing to ~ew procedures, new technology, and even new 
kinds of people with new kinds of knowledge? 

The guy with 20 years' experience may be at more of a loss than 
a young college kid who came into the company yesterday. And yesterday's 
knowledge isn't helpful if the company today is quite different. The 
older employee just isn't sure that he's willing-or able-to meet today's 
company needs. 

As we've looked at the changes in the work force, we've used 
words like "some of the people" or "trend toward" certain values. 
The point deserves some emphasis. 

A manager today no longer has ten typists-or ten forklift drivers-
or ten supervisors-working for h~m. He bas ten individuals working ~ 
for him. One is a health nut. One doesn't trust the "establishment"- • 
even though he's part of it now. and feels a bit uncomfortable in the 
middle. One wants a paternity leave because his wife is having a baby; 
one. wants a maternity leave because she's having the baby. Each person 
is different, and each is expecting the manager to recognize the indivi­
duality. One management style won't work effectively for the group. 

One further point about the "changing woy'k force:" these "different ll 

types have always been part of our work force, even back to the 20's. 
These have always been a "Rosie the Riveter" type or the guy who didn't 
trust management. The numbers are only increasing now, and employees 
are beginning to feel freer to speak and act the way they really feel, 
so they have higher visibility. 

Researcher Daniel Yankelovich says the American work force can be divided as 
follows: 

15% - "Go-Getters" -young, ambitious, motivated to get ahead. 
19% - "Work before P1easure" -older, dedicated, hard-working. 
22% - "Habitua1 Worker" -older, poorer, blue collar, wanting structure, job 

security, guidance. 
17% - "Middle Management" -young, educated, hungry for challenge, seeking interesting 

fulfilling work. 
27% - "Turned Off" -poorly educated, low income, least motivated, "1 ive for today. II e 



That's today's work force. But look at the key words-llolder," poorly 
educated,1I "wanting structure,1I II wor k before pieasure,lI These qualities and 
values are changing rapidly. The work force of tomorrow won't be like the 
work.force of today. 

The obvious question now becomes~ IIWhat can we do to motivate our human 
resources, with their new outlooks, new values, new demands, to meet the goals 
of our corporation?" 

Experts agree that traditional incentives-wages and benefits-aren't going 
to be effective motivators (some say, in fact, that they never were .•. ) . 

. Why won't compensation be a motivator? 

First, inflation will continue to make it difficult for an employer to 
provide pay increases substantially above regular rates for better performers. 
One researcher points out that. a top performer is apt to produce four times 
as much as the marginal worker-and yet, it's virtually impossible to pay four 
times as much to that good performer. 

Secondly, taxes take a larger bite out of pay increases (even the incentive 
to work overtime for blue collar workers is greatly reduced when an employee 
sees how much of the overtime pay goes to Uncle Sam), and unless American 
businesses are willing to battle with the IRS to provide tax-sheltered income 
to hourly employees, the same way they do for top executives, the tax situation 
will further reduce the incentive of pay. 

~ Third, with more than 40% of American families.having two or more incomes, 
and with that number increasing many Americans don't feel the pressure to push 
for the extra money. And fourth, the work force increasingly involves groups 
to whom pay sometimes seems a secondary consideration. 

It's unfortunate that compensation won't be a motivator, because it's 
relatively easy to implement .. But motivating todayls workers and tomorrow's 
workers will require more imaginative solutions, styles, and approaches to be 
effective. 

What are some things other companies are doing to improve the IIqualit.Y 
of work life ll ? 

IBM told its employees in one manufacturing plant, "Find a way to eliminate 
your job, ·and weill give you a better one." Employees responded, eliminating 
sixty do-nothing, dead-end jobs on one production floor alone. 

At Dana Corporation and at Ralston-Purina, each employee has his own 
work area, his own work team, setting hi.s own production goals, arranging 
for service and repair on his own requipment, doing the necessary purchasing­
in short, operating his own "mini-business" within the company, with overall 
guidance and coordination coming from top management. (Interestingly, surveys 
show that the happiest group of people in America today are those who are self­
employed. So these companies have found a workable compromise-making employees 
feel "self-employed" within their companies. 

~ Many companies are experimenting with flextime, letting employees set 
their own work schedules as long as specified "core hours" each day are covered. 
Other compani"es use "job sharing ll - hiring two part-timers to do one full time 



job. Employees like the schedule; employers don't have to provide expensive 
fringe benefits, and in case of absence for long-term illness, there is a 
"stand-by" trained to fill in. One disadvantage: two employees must be 
trained initially, and there must be good communication, coordination, work­
sharing, and supervision. " 

Other companies are looking at leisure time to motivate, using it as 
a reward for performance, allowing employees who meet specific productivity 
goals to have extra paid time off. 

Still other companies, like Eaton, Polaroid, Gillette, Texas Instruments, 
have eliminated punching timeclocks for hourly employees, treating all employees 
as "professional ll and offering more individual freedom and flexibility on the 
job. 

But the"major innovation for the 1980's in American industry may be our 
adopting of the Japanese concept of Quality Circles. In the 1950's: the words 
"Made in Japan" connoted poor quality and workmanship. But with the advent of 
Quality Circles in Japan in the 1960's, that same slogan came to mean excellence 
in cameras, motorcycles and cars, and electronic equipment, at reasonable prices. 

It's estimated that today 4 out of 5 Japanese" workers are members of at 
least one Quality Circle, and that Japanese productivity is increasing 10%-20% 
a year, while American productivity continues to decline. About fifty American 
businesses, including Lockheed, General Motors, and others, are now using Quality 
Circles to get more employee involvement, and give more employee recognition, 
;n the day-to-day operations of their business. 

These are just a few of the ways that employers are trying to deal with 
the changing needs of emplo'yees while meeting company objectives and maintaining 
productivitj'. Unfortunately results can't be measured overnight, so no one is 
sure whether or not these programs will have a significant, positive, long-term 
effect. 

These programs share some common factors that could be applied to any 
management approach: 

1. Each program tells the workers what effective work behavior is, defining 
the scope and depth of each employee's job, providing opportunity to carry it 
out, to receive feedback, and giving material or symbolic rewards for performance. 

2. -Programs set clear and difficult but attainable goals for performance­
the "management by objectives" approach, again giving prompt and frequent feedback. 

3. Compensation-whether it's dollars, time off, recognition, or something 
else-is directly tied to performance. 

4. Programs emphasize wider sharing of control and responsibility among 
employees at all levels-not just upper management. 

commitment by management, not a flashy, 
If employees suspect that as soon as 

5. Programs represent a long-range 
razzle-dazzle change without substance. 
somethin9 goes wrong, management will end 
doomed from the beginning. 

the program, then the program is probably 
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6. And the programs share other factors: changes that are planned but 
~ introduced gradually so that employees don't feel threatened or left behind. 
~ and changes that fully integrate into the company's needs for production and 

support. 

Those are features of the major programs •.• but without a major remodelling 
of our business and our ,employee relations approach, there are things we can 
do now-to better utilize our employees as one of our company's resources. 

'1. Don't assume you have a problem of "motivation. 1I Look to basics 
first, maybe a problem with the work environment or company polices. ft, quick 
solution to a small but nagging problem may do the trick. After you've taken 
care of the simple things, then you can spend time with the more complex factors 
of motivation. 

2. Remember that "happy employees" are not necessarily productive employees. 
Satisfying every need, demand, whim, isn't necessarily going to increase pro­
ductivity, and may have the opposite effect. 

3. Avoid the need for punishment and penalties. Define each job clearly 
enough so that the employee understands without a doubt what's expected of 
him--yet broadly enough to allow individual initiative and creative thinking. 

4. Measure performance regularly. Communicate frequently, both the 
good and the bad .. Don't suffer in silence while a situation becomes worse 
unit1 drastic punishment is required; don't wait until an employee's year­
end review to tell him about a mistake he made 11 months ago. Give frequent 

~ regular feedback. 

5. Emphasize the positive. Publicize, recognize, applaud successes. 
Allow,the employee a chance to fail, let him know that he won't be jumped 
on for honest mistake or oversight, and he'll take more risks, become more 
creative, and his ideas will get better and better. 

6. Understand that lI advancement li MAY mean promotion, but it doesn't 
have to. If their aren't opportunities for promotion within your department, 
what about elsewhere in the company? It's better to keep a good person in the 
company with a transfer to another department than to lose him altogether. Look 
at his work record, his interests, and talk and listen to him. A lateral move 
to another department may open more doors for him, and you've retained a good, 
solid employee. 

. 
7. Can the job be expanded? Incorporate other assignments, operations 

into that job ••• the steps that are normally done before or after the step that 
the employee does. Consider job rotation, cross-training, or transfer. 

8. Can you improve an employee's work methods? Increase his efficiency, 
give him new tools, new methods to learn, new challenges, new production or 
quality goals to shoot for?, This can give the employee a sense of progress 
or development-and the feeling or individual treatment without a formal pro­
motion. If you can get the employee involved in planning all this, that's even 
better. 

" 9. Can you make an employee more independent? How about assigning him 
~ a special project that is his alone? You have to be ready to back off, though, 

so that he'll have the freedom to pursue it his way, not yours. 
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10. Can you make an employee feel he's doing a useful job? Every new and 
then someone has to do the dull, boring, or dirty wor~. But if the employee 
hears you acknowledge that it's a boring job, but extremely important to the 
c,ompany, he's more apt to do i't and do it we 11 • 

11. Do you create a feeling of involvement? Poor job performance is more 
often due to lack of involvement than to laziness or imcompetence. But 
it takes a long time to build a feeling of involvement; it doesn't happen auto­
matically. Ask the employee's thinking. Tell him yours. Don't withhold infor­
mation, even if it doesn't relate directly to the employee's job. Set standards. 
Make the employee "visible ll to other managers as the "expert" in your department 
on a ,certain subject. Praise and criticize, because both forms of communication 
are strong indications that you care. 

12. Learn to handle the undisciplined worker. Try different words, approaches 
remembering that his motivation is different than yours. Be flexible but fair. 
But don't relax department standards or your own standards for this individual, 
or you'll set yourself up for a charge of favoritism. 

13. Maintain a positive attitude yourself. You're management. If you're 
grumbling all the time, your attitude is quickly picked up by subordinates. 
After all, if you're at the top and have things to gripe about, then the people 
below you feel they must be being treated even worse, and will act accordingly. 

Motivating the "changing American work force" won't be easy. It's a matter 
of understanding the values of your employees-their desire to be treated as 
individuals, to make a contribution, to truly feel and be part of their company, 
to be challenged, rewarded, even criticized when appropriate-to enjoy the same 
freedoms and opportunities and responsibilities they have outside work. As 
author Studs Terkel says, "Most of us have jobs that are too small for our spirits." 

And it's important to know that no matter what we as managers do, there will 
always be conflicts between the organization's need for control and the individual's 
need for freedom and independence ••. conflict between the organization's need for 
standardization and the individual's desire for and enjoyable work ... be-
tween the organization's demand for loyalty and the individual's belief that his 
primary loyalities are to himself, his ideals, his family, and his professional 
career. 

The challenge forroanager-s is here. 

P.S. Male pronouns are used exclusively for style and refer, in fact, to 
either gender. 



THE PYGMALLION EFFECT 

Briefly, the self-fulfilling prophecy can be described as the 
powerful influence of one person's expectations on another's behavior, 
long recognized as important by physicians and behavioral scientists 
and, more recently, by teachers. However, the importance of managerial 
expectations for individual and group performancE has not been widely 
understood. 

Some managers, always treat their subordinates in a way that 
leads to superior performance. But most managers unintentionally 
treat their subordinates in a way that leads to lower performance. 
The way managers treat their subordinates is influenced by what they 
expect of them. If a manager's expectations are high, productivity is 
likely to be excellent. If his expectations are low, productivity is 
likely to be poor. It is as though there were a law that caused a 
subordinate's performance to rise or fall to meet his manager's 
expectations. 

The self-fulfilling prophecy phenomenon, documented in a number of 
case studies prepared during the past decade for major industrial concerns, 
has revealed the following: 

1. What a manager expects of his subordinates 
and the way he or she treats them largely 
determine their work performance and career 
progress . 

. 2. A unique characteristic of superior managers 
is their ability to create high performance 
expectations that subordinates fulfill. 

3. Less effective managers fail to develop similar 
expectations, and, as a consequence, the 
productivity of their subordinates suffers. 

4. Subordinates~ more often that not, do what they 
believe they are expected to do. 

The healing professions have long recognized that a physician's 
or psychiatrist's expectations can have a formidable influence on a 
patient's physical or mental health. For instance, the havoc of a 
doctor's pessimistic prognosis has often been observed. Also, it is 
well known that the efficacy of a new drug or a new treatment can be 
greatly influenced by the physician's expectations - a result referred 
to by the medical profession as the "placebo effect". 

The message for you? 

BE A POSITIVE PYGMALLION! 
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PRINCIPLES AND CONDITIONS 
" 

FOR LEARNIf'fG IN ADULT JDUCATION 
BY GERALD J. PINE AND PETER J. HORNE 

INTRODUCTION AND PURPOSE 

In 1967, Austin E. Bennett of the University of Maine, working 
in the New England Center for Continuing Education, conceived a 
project designed to teach helping relationship and problem solving 
skills to the rurally poor of northern New England. The project 
became known as the Operation Mainstream counseling training program. 
It was funded by a grant from the U. S. Department of Labor and 
initiated in September, 1967. The purpose of the program was to 
change the behavior of 120 community aides so that they would 
acquire problem solving and helping skills which they could use 
in helping others among the poor to solve their own problems. The 
aides were employed by Community Action Programs operating in 
northern Maine, New Hampshire, and Vermont. An evaluation of the 
Operation Mainstream counseling education project produced a large 
amount of data from which the authors have been able to abstract 
a number of principles and conditions regarding learning and 
behavioral change. It is the purpose of this article to discuss 
these principles and conditions and their implication for adult 
education. 

PRINCIPLES AND CONDITIONS 

The principles and conditions which have been identified and 
developed reflect information obtained from: 

1. Documentation reports of training sessions; 
2. Interviews with supervisors of community aides; 
3. Dialogues with training staff; 
4. Reports of activities written by aides; 
5. Observation of training sessions~ 
6. Program agenda for training sessions. 

The principles and conditions are stated in general terms 
and not in reference to the Operation Mainstream program. They 
are principles which the writers believe can be translated into 
an educational process which will assist a variety of adults in 
a variety of situations to learn how to govern their own lives so 
that they can become more fully-functioning and more productive. 

UNDERLYING DEFINITIONS 

The principles and conditions of learning as they are 
delineated here reflect the following definitions: 

HELPING RELATIONSHIP ... Process which helps people to help 
themselves to learn and solve problems themselves. 

Reprinted with permission of ADULT LEADERSHIP, Oct. 1969 
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LEARNING .. . Changing behavior in a positive direction. Refers 
to learning necessary for the solution of practical economic, social, 
political and personal problems of life encountered by individuals, 
groups, communities and organizations. ~ 

BEHAVIOR ... Attitudes, ideas, values, skills interests. 

POSITIVE DIRECTION ... Directions which enhance the self, others, 
the community or organization. 

GOAL OF LEARNING ... To enable individuals, groups of people, 
communities, and organizations to become more fully functioning, 
effective and productive. 

PRINCIPLES OF LEARNING. 

PRINCIPLE 1. 

Learning is an experience which occurs inside the learner and 
i? activated by the learner, The process of learning is primarily 
controlled by the learner and not by the teacher or group leader. 
Changes in perception and behavior are more products of human 
meaning and perceiving rather than any forces exerted upon the in­
dividual. Learning is not only a function of what a teacher does 
to or says to or provides for a learner .. It flourishes in a situa­
tion in which teaching is seen as a facili~ating process that assists 
people to explore and discover the personal meaning of events for 
them. 

No one directly tea(:!hes anyone anything of significance. If e 
teaching is defined as a process of directly communicating an exper­
ience or a/fragment of knowledge, then it is clear that little 
learning occurs as a result of this process and the learning that 
does take place is usually inconsequential. People learn what they 
.want to learn, they see what they want to see, and hear what they 
want to hear. Learning cannot be imposed. When we impose ideas 
on people we train them. When we create an atmosphere in which 
people are free to explore ideas in dialogue and through interaction 
with other people, we educate them. Very little learning 
takes place without personal involvement and meaning on the part 
of the learner. Unless what is being taught has personal meaning 
for the individual he will shut it out from his field of percep­
tion. People forget most of the content "taught" to them and 
retain only the content which they use in the work or content that 
is relevant to them personally. 

PRINCIPLE 2. 

Learning is the discovery of the personal meaning and relevance 
of ideas. People more readily internalize and implement concepts 
and ideas which are relevant to their needs and problems. Learning 
is a process which requires the exploration of ideas in relation 
to self and comm~nity so that people can determine what their needs 
are, what goals they would like to formulate, what issues they • 
would like to discuss, and what content they would like to learn. ~ 
Within broad programmatic boundaries what is relevant and meaningful .., 
is decided by the learner(s), and must be discovered by the learner. 
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PRINCIPLE 3. 

Learning (behavioral change) is a consequence of experience. 
People become responsible when they have really assumed respo~jib­
ility, they become independent whey they have experienced indepen­
dent behavio~, they become able when they have experienced success, 
they begin to feel important when they are important to somebody, 
they feel liked when someone likes them. People do not change 
behavior merely because someone tells them to do so or tells them 
how to change. For effective learning giving information is not 
enough, e.g., people become responsible and independent not from 
having other people tell them that they should be responsible and 
independent but from having experienced authentic responsibility 
and independence. 

PRINCIPLE 4. 

Learning is a cooperative and collaborative process. Cooper­
ation fosters learning--"Two heads are better than one." People 
enjoy functioning independently but they also enjoy functioning 
interdependently. The interactive process appears to "scra tch 
and nich" people's curiosity, potential, and creativity. Cooper­
ative approaches are enabling. Through such approaches people 
learn to define goals, to plan, to interact and to try group 
arrangements in problem solving. Paradoxically, as people invest 
themselves in collaborative group approaches, they develop a firmer 
sense of their own identification. They begin to realize that 
they count, that they have something to give and to learn. Problems 
which are identified and delineated through cooperative interaction 
appear to challenge and to stretch people to produce creative 
solutions and to become more creative individuals. 

PRINCIPLE 5. 

Learning is an evolutionary process. Behavioral change 
requires time and patience. Learning is not a revolutionary process. 
When quick changes in behavior are demanded we often resort to 
highly structured procedures through which we attempt to impose 
learning. Whether such learning is lasting and meaningful to the 
learner is doubtful. Implicit in all the principles and conditions 
for learning is an evolutionary model of learning. Learning sit­
uations characterized by free and open communication, confrontation, 
acceptance, respect, the right to make mistakes, self-revelation, 
cooperation and collaboration, ambiguity, shared evaluation, active 
and personal involvement, freedom from threat, and trust in the 
self are evolutionary in nature. 

PRINCIPLE 6. 

Learning is sometimes a painful process. Behavioral change 
often calls for giving up the old and comfortable ways of believing, 
thinking and valuing. It is not easy to discard familiar ways of 
doing things and incorporate new behavior. It is often "downright" 
uncomfortable to share one's self openly, to put one's ideas under 
the microscope of a group, and to genuinely confront other people. 
If growth is to occur pain is often necessary. However, the pain 
of breaking away from the old and the comfortable is usually fol­
lowed by appreciation and pleasure in the discovery of an evolving 
idea or a changing self. 
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PRINCIPLE 7. 

One of the richest resources for learning is the learner ~ 
himself. In a day and age when so much emphasis is being placed uporl ,., 
instructional media, books, and speakers as resources for learning 
we tend to overlook perhaps the rishest resource of all--the learner 
himself. Each individual has an accumulation of experiences, 
ideas, feelings, and attitudes which comprise a rich vein of 
material for problem-solving and learning. All too often this 
vein is barely tapped. Situations which enable people to become 
open to themselves, to draw upon their personal collection of data, 
and to share their data in cooperative interaction with others 
maximize learning. 

PRINCIPLE 8. 

The process of learning is emotional as welt as intelZectuaZ. 
Learning is affected by the total state of the individual. People 
are feeling beings as well as thinking beings and when their feelings 
and thoughts are in harmony learning is maximized. To create the 
optimal conditions in a group for learning to occur, people come 
before purpose. Regardless of the purpose of a group it cannot 
be effectively accom~lished when other things get in the way. If 
the purpose of the group is to design and carry out some task it 
will not be optimally achieved if people in the group are fighting 
and working against each other. If the purpose of the group ;s 
to discuss current issues and problems in a given field with reason 
and honesty then it will not be achieyed if people are afraid to 
communicate openly. Bdarr;~rfsfto.colmmunicati~n exist in peoPlke ~ 
and before we can con uct 10 ;Cla business we need to wor 
with the people problems that may exist in a group. It maight be 
said that in any group, regardless of the people problems which 
exist, enough group intellectual capacity remains intact for 
members of the group to acquire information and skills. However, 
to miximize the acquisition and internalization of ideas it seems 
reasonable that the people problems would have to be dealt with 
first. 

PRINCIPLE 9. 

The processes of problem solving and learning are highly 
unique and individual. Each person has his own unique styles 
of learning and solving problems. Some personal styles of learning 
and problem solving are highly effective, other styles are not as 
effective. We need to assist people to define and make explicit 
to themselves the approaches they ordinarily use so they they can 
become exposed to alternative models used by other people they 
can refine and modify their personal styles so that these can be 
employed more effectively. 

CONDITIONS WHICH FACILITATE LEARNING 

CONDITION 1. 

Learning is facilitated in an atmosphere which encourages 
people to be active. The learning process thrives when there is 
less teacher (group leader) domination and talk and more faith 
that people can find alternatives and solutions satisfying to 
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themselves. Listening to people and allowing them to use the 
teacher (group leader) and the group as a resource and a sounding 
board, facilitates the active exploration of ideas and possible 
solutions to problems. People are not passive and reactive recep­
tacles into which we can pour the "right" values, the "right" an­
wers, and the IIrightll ways of thinking. People are active" and 
creative being who need the opportunity to determine goals, issues 
to be discussed, and the maeans of evaluating themselves. They 
learn when they feel they are a part of what is going on--when 
they are personally involved. Learning is not poured into people. 
learning emerges from people. 

CQNDITION 2. 

Learning is facilitated in an atmosphere which promotes and 
facilitates the individual's discovery of the personal meaning 
of ideas. This means that the teacher (group leader) rather than 
directing or manipulating people helps them to discover the 
personal meaning of ideas and events for them. He creates a sit­
uuation in which people are freely able to express their needs 
rather than having their needs dictated to them. Learning becomes 
an activity in which the needs of the individual and th~ group 
are considered in deciding what issues will be explored and what 
the subject matter will be. 

No matter how permissive or unstructured a learning activity 
may be, there exist explicit goals in the activity itself--a group 
leader (teacher) is never goalless. Learning occurs when the goals 
of the leader accommodate, facilitate, and encourage the individual's 
discovery of personal goals and personal meanings in events. The 
art of helping people to change their" behavior requires the dev­
elopment of goals which provide s~ffic;ent elbow room for people 
to explore ;and internalize behavior satisfying and growth-producing 
to themselves. 

CONDITION 3. 

Learning is facilitated in an atmosphere which emphasizes 
the uniquely personal and subjective nature of learning. In such 
a situation, each individual has the feeling that his ideas, his 
feelings, his perspectives have value and significance. People 
need to develop an awareness that all that is to be learned is 
not outside or external to themselves. They develop such an 
awareness when they feel their own contributions ~nd their value 
as people are genuinely appreciated. 

CONDITION 4. 

Learning is facilitated in an atmosphere in which difference 
is good and desireabte. Situations which emphasize the "one 
right answer ll , the "magical solution", or the lI one good way" 
to act or to think, or to behave, narrow and limit exploration 
and inhibit discovery. If people are to look at themselves, at 
others, and at ideas openly :;'.d reasonably, then they must have 
the opportunity to express t .. eir opinions no matter how different 
they may be. This calls for an atmosphere in which different 
ideas can be accepted (but not necessarily agreed with). Differ­
ences in ideas must be accepted if differences in people are to 
be, too. 



CONDITION 5. 

Learning is faailitated in an atmosphere whiah aonsistently 
~eaognizes people's right to make mistakes. When mistakes are 
not permitted then the freedom and willingness of people to make 
choices are severely limited. Growth and change are facilitated 
when error is accepted as a natural part of the learning process. 
The learning process requires the challenge of new and different 
experiences, the trying of the unknown, and therefore, neces­
sarily must involve the making of mistakes. In order for people 
to learn they need the opportunity to explore new situations and 
ideas without being penalized or punished for mistakes which 
are integral to the activity of learning. The teacher (group 
leader) who feels and acts on the need to be always right 
creates a limited and threatening condition to learning. 

CONDITION 6. 

Learning is faailitated in an atmosphere whiah tolerates 
ambiguity. In a rigid and defensive atmosphere people feel 
they cannot take the time to look at many solutions, they feel 
highly uncomfortable without answers, and they feel there is 
much concern for the "right" answers rather than for good answers. 
The open and fearless exploration of solutions calls for time 
to explore many alternatives and time to proceed without feeling 
any pressures for immediate and forthcoming answers. 

CONDITION 7. 

Learning is faailitated in an atmosphere in whiah evaluation 
is a aooperative proaess with emphasis on self-evaluation. If 
learning is a personal process, then people need the oportunity 
to formulate the criteria to measure their progress. Criteria 
established by the teacher (group leader) are mostly artificial 
and irrelevant to persons in a group. Usually behavioral change 
and growth are measured by the degree to which people can regurg­
itate what others have tried to spoonfeed to them. It is obvious 
that anyone can play the game of "giving the teacher what he wants." 
A more viable and meaningful evaluation occurs when people are 
free to examine themselves and the roles they play with other 
people. Self evaluation and peer evaluation enable people to 
really judge how much they have learned and grown, e.g., through 
audio and/or video taped recordings of their behavior people can 
see themselves in the process of learning. Such recording provide 
tangible and concrete evidence of progress and provide a rich 
source of material to the group for learning. New insights 
evolve as people see themselves as they really are. For learning 
to occur the individual in the group needs to see himself accurately 
and realistically. This can be best accomplished through self 
and group evaluation. 

CONDITION 8. 

Learning is faaiZitated in an atmosphere whiah enaourages 
openness of self rather than aonaealment of self. Problem solving ~ 
and learning require that personal feelings, attitudes, ideas, 
questions, and conerns be openly brought to light and examined. 
To the degree that an idea, a thought, a feeling, or an attitude 
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related to the topic at hand is held back and not openly expressed 
--to that degree are the processes of learnin~ and discovery inhib­
ited. People need to feel that they can try something, fail if 
necessary without being humiliated, embarrassed, or diminished as 
persons. Openness of self occurs in an atmosphere free from psych­
logical threat. People can invest themselves fully and openly in 
the collaborative and interactive process of learning when they 
know that no matter what they say or express it will not result 
in psychological punishment or penalties. 

CONDITION 9. 

Learning is faciZitated in an atmosphere in which peopZe 
are encouraged to trust in themseZves as weZZ as externaZ sources. 
They become less dependent upon authority when they can open up 
the self and when they feel that who they are is a valuable resource 
for learning. It is important that people feel that they have 
something to bring to the learning situation rather than feeling 
that all learning means the acquisition of facts and knowledge 
from some external agent for use sometime in the future. People 
learn when they begin to see themselves as the wellsprings of 
ideas and alternatives to problems. Learning is facilitated when 
people begin to draw ideas from themselves ,and others rather than 
relying on the teacher or group leader. 

CONDITION 10. 

Learning is faciZitated in an atmosphere in which peopZe 
feeZ they are respected. In a group in which high value is 
placed upon the idividuality of the ~em~ers and upon the relation­
ships that exist within the group, people learn th~t someone cares 
for them. A genuine expression of care on the part of the teacher 
(group leader) and a warm emotional climate generate an atmosphere 
of safety in which people can explore ideas and genuinely encounter 
other people without any threat. Confrontations and differences 
of opinion become contructive forces in a group in which people 
experience that they are respected as persons. A safe atmosphere 
need not exclude personal confrontations which often are effective 
catalysts for learning. 

CONDITION 11. 

Learning is facilitated in an atmosphere in which peopZe feeZ 
they are accepted. People are free to change when they feel that 
change isn't being imposed upon them. It's paradoxical but the 
more we try to change people the more resistant they become to 
change. A person must be before he can become. Accepting a person 
means that we allow him to hold his values and to be himself. 
When a man does not have to defend himself or his values then he 
is free to take a look at himself and his values and to change. 
An insistence or :'o~ge contains an implicit note of rejection. 
In effect, we saj ~~ ~eop'e--I can't accept you as you are; you 
must change. People need to feel they have an option--to change 
or not to change. They develop this feeling when they experience 
that they are accepted for who they are. When people or their 
values are attacked it is natural that they will defend themselves. 
People who are busy defending themselves are not free to learn. 



CONDITION 12. 

Learning is faciZitated in an atmospher~ which permits con­
frontation. With free and open communication, with a non-threaten- ~ 
ing psychological climate, the unique self of each person is expres- ~ 
sed. It is inevitable that in such a situation persons will confont 
persons, ideas will challenge ideas. Confrontations faciliatate 
learning. They provide opportunities for people to have their ideas 
and themselves viewed and tested from the framework of other people 
or the group. No man learns in isolation from other people. His 
behavior changes and his ideas are refined and modified on the 
basis of the feedback he gets from other people. Confrontation is 
a proving ground which enables ideas to be synthesized, new ideas 
to emerge, and people to change. 

CONCLUSION 

An educational program that will effectively assist different 
g."OUPS of adults to acquire problem solving and helping relation­
ship skills has been developed around the principles, concepts, 
and conditions for learning which have emerged from the Operation 
Mainstream counseling training project. The implementation of 
this educational program will provide an opportunity to refine, 
modify, and/or verify the principles discussed here. It is the 
writers' hope that the discussion of the principles and conditions 
for learning will elicit some reactions and suggestions from the 
reader and stimulate a new perspective on adult education. 

l~o 
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PROXEKICS AS THEY RELATE TO TRAINING 

Proxemics is the study of space as we perceive it and use it 
around us. While this is a broad and complex topic of human 
behavior, information regarding proxemics is given here as it 
relates to the training of new police officers. 

Today in law enforcement, police candidates are often hired from 
other states. Movement of trained personnel is influenced by 
recruiting methods and a desire for change by the candidates. 
This presents a unique problem for the Field Training Officer in 
that he or she may be training experienced, as well as non­
experienced, people who are new to the geographic area and must 
face the challenges that come with relocation. There is a 
natural tendency for barriers to exist between those people who 
are experienced in an environment and those people who are new 
and have not yet been "accepted". Officers new to the 
Department, regardless of the amount of previous experience they 
have, are sometimes hesitant to display assertiveness because 
they are unfamiliar with the area. Until they become familiar 
with their new home, they will not feel as though they are part 
of a team or that they are "welcome". This can lead to 
difficulty in giving attention to the training efforts. This has 
been a problem in the past, but one which has been rectified by 
knowledgeable F.T.O.s. 

Three identifiable concepts of proxemics are: 1) Personal Space, 
2) Territory, and 3) Home Range. Personal Space, while very 
important to police officers in their contacts with criminals, is 
equally important to the F.T.O. in his or her relations with a 
trainee. Personal Space is that space immediately surrounding 
the human body. Its cultural uses are divided into four catego­
ries corresponding to distance. These distances are primarily 
used to describe average American tolerances, keeping in mind 
that cultural/ethnic differences exist. 

The first category, and most important one, is the Intimate Zone. 
This zone represents that area from the body out to approximately 
18 inches. The Intimate Zone is normally reserved for close 
relatives, spouses, close friends, and even pets. Trainees of 
the opposite sex as their F.T.O.s may sometimes use this zone to 
remove or lower any barriers, whether perceived or real, and may 
even manipulate their F.T.O.s with a touch or quick brush to an 
exposed part of the F.T.O.'s arm. F.T.O.s should also be aware 
that contact within this same zone may be perceived as a threat 
by some people. Trainees may inadvertantly threaten a suspect,. 
citizen, or another department member by inappropriate use of 
this distance. This concept of space is particularly reinforced 
by the uniform. Field Training Officers may be many times more 
effective if they increase their knowledge of non-verbal communi­
cations beyond that which is covered here. F.T.O.s must also 
remain aware of their own actions. While it may appear or feel 
normal, an arm on or around a trainee's shoulder may give rise to 
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uncomfortable, or even hostile, feelings and misunderstandings, 
particularly if the trainee is a member of the opposite sex. 

A second category of the concept of space .is the Personal Zone. 
This area extends from approximately 18 inches to 4 feet from the 
body. This distance is usually maintained during casual and 
comfortable conversations bj people who know one another. 

The next extension of space is known as the Social Zone. This is 
an area that extends from 4 feet to 12 feet from our body. This 
space is normally reserved for giving orders to a subordinate by 
a supervisor, or for holding more formal conversations between 
individuals who are not well acquainted. 

The final category of Personal Space is that area beyond 12 feet 
from the body. This is known as the Public Zone and is used for 
giving speeches or formal talks in a public setting. 

An additional concept that the F.T.O. should be aware of is that 
of Territory. All primates are territorial to some extent, and 
that includes Man. Territory is that area defended by an animal, 
including human beings. For police officers, territory may apply 
to their beat, or perhaps the entire city. Much depends on how 
the officer perceives his or her responsibilities. It has been 
shown that aggressiveness/assertiveness increases with territory. 
I fan 0 f f ice r fee 1 s pro t e c t i v e 0 f his '0 r her b eat, the i r pat r 0 1 
efforts will be more assertive. This assertiveness also 
increases with time. An officer who has been employed by the 
Department for some time may be more assertive as he or she feels 
they are part of the team or as they experience acceptance by 
other officers. New officers coming from out-of-state normally 
do not feel accepted immediately and do not develop personal ties 
to their work habitat. They may feel that the citizen walking 
down the street has more right to be there than they do so they 
will not contact the person even if the F.T.O. believes contact 
is needed. This apprehension must be understood by the F.T.O. 
and should be dealt with up front. The F.T.O. needs to convince 
the new officer that they are part of the team and that they 
have every right to be where they are. This is a difficult task, 
but i tis imp era t i vet hat i t be a c com p 1 ish e d e' a r I yin the new 
officer's career. Failure to overcome a lack of assertiveness 
will hinder the trainee's progress. 

The last area of proxemics to be discussed here is that of Home 
Range. Home Range is that area inhabited by a person during the 
course of their life, whether at w.ork, home, or involved in 
recreation activities. If a person works in Boulder, lives in 
Denver, and spends vacations in Aspen, those places fall into his 
or her home range and they will feel comfortable in all three 
cities. Home Range is not defended but a person feels a sense of 
belonging. The trainee should be encouraged to shop in their 
work area or use some of the recreational facilities available to 
en han c e the de vel 0 p me n t 0 f . t his sen s e • Th e sea c t i v i tie s wi 11 
help them become members of the community and can lead to the 
feelings of acceptance we wish to impart. 
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This has been a very. brief review of a complex subj ect. 
Field Training Officer is encouraged to learn more about 
subjects and see how they apply to his or her training 
niques. They can be quite useful if applied skillfully. 

(Contributed by Lt. Jerry Hoover, Boulder Police Department) 
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e NEGLIGENT APPOINTMENT - THE HIRING OF AN EMPLOYEE WHO WAS UNQUALI­

FIED FOR THE POSITION INITIALLY. 

0-

NEGLIGENT RETENTION - THE RETENTION OF AN EMPLOYEE WHO Is NOT 

QUALIFIED To RETAIN HIS POSITION. 

NEGLIGENT ASSIGNMENT - THE ASSIGNMENT OF AN EMPLOYEE To A POSITION 

OR TASK FOR WHICH THEY ARE UNQUALIFIED OR INELIGIBLE. 

NEGLIGENT ENTRUSTMENT - THE REQUIREMENT To PREVENT OR DISALLOW A 
PERSON'S USE OF EQUIPMENTIMATERIALS WITH WHICH ·HE Is NOT QUALI­

FIED To USE. EXAMPLES INCLUDE VE~ICLESJ WEAPONS J BATONJ ETC. 

e INADEQUACY/INSUFFICIENCY OF TRAINING - ADDRESSES AN ORGANIZATION'S 

DUTY To PROVIDE ADEQUATE AND SUFFICIENT TRAINING FOR THE COM­

PLETION OF JOB TASKS. INCLUDES ENTRy-LEVEL AND ON-GOING TRAIN­

ING. Focus Is PRINCIPALLY ON THOSE "HIGH ~ISK" TOPICS. 

fa 

INADEQUACY/INSUFFICIENCY OF SUPERVISION - PERTAINS To THE REQUIRE­

MENT FOR THE ORGANIZATION/SUPERVISOR To PROVIDE PROPER SUPER­

VISION, 

FAILURE TO DIRECT - IT Is THE DUTY OF THE SUPERVISOR OR ADMINISTRA­

TOR To (A) ANTICIPATE PROBLEMS ARISING IN THE FIELDJ (B) MINIMIZE 

POLICE DISCRETION AT THE OPERATIONAL LEVEL AND (C) PROMULGATE 

COMPREHENSIVE WRITTEN DIRECTIVES WHICH GUIDE POLICE BEHAVIOR. 
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THE FADHL CASE 

On September 2 1982, the U.S. District Court, Northern District 
of California, rendered a decision in a sex discrimination case, 
Fahdl v. The Police Department of the City and County of San 
Francisco. 

The suit, begun on August 13 1979, was brought against the depart­
ment by the then 21 year old white female after she had been 
terminated upon the recommendation of San Francisco's Field 
Training and Evaluation Program. 

The case is unique in that it is, to our knowledge, the first 
Field Training and Evaluation Program case to reach the federal 
courts and go to a decision. While the court ruled in the plain­
tiff's favor, our opinion is that the Field Training and Evalua­
tion Program concept was not adversely affected. 

The suit, not a class action filing, pointed out a number of 
mistakes that members of the program allegedly made. If those 
things alleged actually happened we would have to agree that 
they should not have occurred. 

What we see as truly unfortunate in the case was the judge's 
choosing to overlook the preponderance. of documentation citing 
unacceptable performance. He hung his hat, instead, on some 
relatively insignificant language, questionable perceptions 
and infrequent, isolated behavior. 

Still in all, there is a very important message contained in 
the decision and, for that reason, we present the following 
excerpt from the trial. Our comments and observations are in 
italics. 

At this writing, the City and County of San Francisco plan to 
appeal the decision. 

November 1982 

Glenn F. Kaminsky 
Michael D. Roberts 
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Fired for ,Being 'Too Much Like a Woman,' 
Fqrmer Calif. Officer Awarded 00,000 

'SAN FRANCISCO (AP) - A former police­
woman who lost her job after -ber .uperlor. 
criticized hel" for being "too much like .. 
woman" has been awarded $100,000 in • diJ" 
crimination suit against the city Polict! Depart- . 
ment. . 

Nancy Fadhl, 25, sued the city after she wu 
fired in 1978 after failing a field training 
program for officers. She bad already passed 
the Police Academy earlier that year. 

U.S. District Judge Thelton Henderson crant­
ed the award Friday after ruling that the 
training program discriminated against Fadhl, . 
who now works as a waitress and bookkeeper .. 

"This program was instituted to provide a 
mechanism for firing people,," eontended 
Fadhl's attorney, Laura Stevens. . 

The training program for ofiiceTs WIS institut­
ed in 1976, the same year the Police Academy 
began admitting women. 

One supervisor wrote in an evaluation form 
that Fadhl acted "too much like a woman."· 

Fadhl testified that a field training officer had 
told her her grades would improve it she took a 
"dinner break" with him in the back of I patrol 
car. Another female rookie testified ahe WII told 
the same thing. .. 

"I knew I was right an these years and It's 
nice to have a judgment in my favor," Fadhl 
said. ' 

"It wasn't only for me, to .he IBid.: "I WIS 

loP L.a1¥PIIoto 

YUP, THAT'S A WOMAN ALL RIGHT - A judge 
awarded Nancy Fadhl, 25, $100,000 for being fired 
from the, San Francisco Police Department. 

limply I representative of the masses of minori­
ties and women wb'£) are trying to enter the 
department ... 

Henderson ruled Fadhl was entitled to attor­
ney's fees, interest, $57,000 in back pay and 
$28,000 to make up the difference between what 
ahe earns now and what she would have earned 
as a policewoman. 



IN THE UNITED STATES DISTRICT COURT 

FOR THE NORTHERN DISTRICT OF CALIFORNIA 

NANCY FADHL 

Plaintiff, 

v. 

POLICE DEPARTMENT OF THE 
CITY AND COUNTY OF SAN 
FRANCISCO 

Defendant. 

) 
) 
) 
) 
) 
) 
) 
) 
) 
) 
) 

NO. C 79-2119 TEH 

-----------------------) 

FINDINGS OF FACT AND CONCLUSIONS OF LAW 

This case concerning sex discrimination was brought under Title 
VII of the Civil Rights Act of 1964, 42 U.S.C. 2000e et~. Trial to the 
Court commenced on March 9 1982, and post trial briefs on issues related to 
statistical evidence were submitted on June 11'1982. Based on the evidence 
presented at trial the Court makes the following Findings of Fact and Con­
clusions of Law. 

FINDINGS OF FACT 

1. This suit was commended on August 13, 1979 by Nancy Fadhl 
against the Police Department of the City and County of San Francisco 
(hereinafter "Police Department"), pursuant to Title VII of the Civil 
Rights Act of 1964, as amended. Plaintiff Fadhl is a woman who alleges 
that she was terminated from employment with the Police Department because 
of her sex. 

2. The Police Department is an employer within the meaning 
contained in Title VII of the Civil Rights Act of 1964. 

3. Ms. Fadhl was hired by the Police Department to be a Q-2 
police officer in January 1978. 

4. Prior to her employment, plaintiff received an Associate 
of Arts degree in Criminology in preparation for here anticipated employment. 

b. Ms. Fadhl satisfactorily completed the police academy 
portion of her training in April 1978 as a member of the l30th recruit 



- , 

class of the Police Department. 

c. Of the forty-nine (49) recruits in the l30th recruit 
class, two (2), including the plaintiff, were female. 

Na.n.c..y Fa.dhe.' {) c.e.M.6 WM :the .6ec..on.d c1.M.t. :to go :tMough Sa.n. F.tr.a.n.wc.o'.6 Fie£d 
T.tr.a.img a.n.d Eva1.u.a.ilon. Pn.ogJuW1. Hen. chtM WM :the 6fu:t gn.oup 06 :t.tr.a.in.ee.6 
:that hen. paJt:Uc..u1aJL gMUp 06 Fie1.d T.tr.a.iMn.g 066ic..eJt.6 :t.tr.a.in.ed a.n.d eva1.u.ated. 
CeJz.:ta.iYJ.ly :th~ in.expeJz.ien.c..e with :t.tr.a.in.ee.6 c..on.:tJz.ibu.:ted :to :the {)ub.6equen.:t 
pn.o b.e. em.6 • 

5. Following completion of her police academy training, the 
plaintiff entered the Field Training Program (hereinafter "F.T.O. Program"), 
in May 1978. 

a. In 1978, the F.T.O. Program was a fourteen (14) week training 
program which all recruits were required to pass in order to be retained by 
the Police Department as Q-2 officers. 

, 

b. During the course of the F.T.O. Program, the recruit is 
trained and evaluated by a series of training officers and sergeants. The 
recruit1s skills are evaluated in thirty (30) performance categories, which 
are sub-divided under the headings of "Appearance", Attitude", "Knowledge", 
"Performance", and "Relationships." In each of the thirty categories, the 
recruit is graded on a scale from one (1) to seven (7), with a grade of 
four (4) representing the minimum acceptable grade. 

c. A Field Training Officer (hereinafter F.T.O.) responsible 
for the day-to-day training and evaluation of the recruit completes a 
Daily Observation Report (hereinafter "D.a.R."). For each of the perform­
ance categories in which the F.T.O. actually observes the recruit1s conduct 
on a given day, a grade on the one-to-seven scale is recorded on the D.O.R. 
The F.T.O. also records, in narrative form, the recruit1s most acceptable 
and least acceptable performance of the day, as well as any additional 
comments. Alternate Week Evaluation Session forms (hereinafter "A.W.E.S.") 
are also completed by the assigned F.T.O., who records the significant 
strenths and weaknesses of the recruit, as well as optional comments. 

d. Each F.T.O. is supervised by a Field Training Sergeant. 
The Field Training Sergeant, in addition to training and evaluating the 
recruit, completes a Supervisor1s Weekly Training Report (hereinafter 
S.W.T.R.) on which the recruit1s average grade for the week in each 
performance category ;s recorded. 

The Sa.n. F Jz.a.n.cU.6 c.o F ie£d T .tr.a.irU.n.g a.n.d Ev a.fua.tio n Pn.o 9 .!tam hM, in n.ec.. en:t .tUn e.6 , 
n.evi.6ed .the Sen.gean.:t'.6 Week1.y RepoJz.:t :to a.ddJte.6.6 !.lome 06 :the p.!tob.e.em/~ inheJten.:t 
with :the. n OJz.m U/.) ed dMin.g Fa.dhe.' {) :ten.u.Jz.e in :the pn.ogJuW1. 
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5. During her participation in the F.T.O. Program, plaintiff 
Fadhl rotated among the following regularly assigned F.T.O. 's and Field 
Training Sergeants: (We ehoo~e to ~denti6y the F.T.O.'~ by ~~ and 

th~ 6ull nam~ have been deleted) from the eighth through the twenty­
e~ghth of the Program, Officer H.W. and Sergeant P.O.; from the twenty­
ninth through the fifty-sixth day of the Program, Officer M.M. and Ser­
geant R.B.; beginning on the fifty-seventh day of the Program, Officer 
J.H. and Sergeant D.O. None of the Police Department employees who 
trained recruits in the program during plaintiff's participation was 
female. 

The eouJt:t obv~oUl.>.fy took notiee 06 the 6aet that Fadh.f had no eXpMW1.e 
to 6 ema1.e F. ToO. ' ~ • While we do not ~ paUl.> e p.taung 6 ema1.e .tJt..cUne~ 
wah 6 ema1.e F. T. O. ' ~, bfuek .:tJr.aJ..n.e~ wUh bfuek F. T. O. '.6, ete. on a 
Jtoutine bM~, a ~ an ex.eeUe.n-t Mea. to pfuee a .tJt..cUnee, hav~ng 
pftob.fern.o, wLth .6omeone 06 th~ own .6ex., Mee, ete. OeeM~ona1..ty 
th~ pftob.tem.6 ean be ft~o.fved when they afte woJt~g wLth a fto.fe 
model .6~~ to them.6elv~. Reeommendation.6 60ft teJr.mbwuoYl. Me 
a1..oo ~nheftenily .6:tJr.ongeJt when they eome 6ftom M F.T.O. wLth ehaMdeft­
~tie.o .6~ to th0.6e 06 the vz.cUnee. 

6. On the sixty-ninth day of the F.T.D. Program, Ms. Fadhl 
was relie~d of field duty, placed on station duty, and recommended 
for termination on the basis of unsatisfactory field performance. 
Plaintiff's employment with the defendant terminated on October 20, 
1978. 

M.6. Fadh.f WM kept on a poliee 066~eeJt .6:ta.:t.u.6 60ft appfto~ately two month.o 
6oUow.f.ng the JteeommendatioYl. 60Jt teJc.mi.na.:U.OYl.. Vwr.ing that time .6he wa.6 

M.6-i..gYl.ed ".6tation d.LLty" wMeh dM, howeveJt, Jteqc.UJz.e heft to peJt60Jtm a numbeJt 
06 6uYl.eUon.6 wMeh weJte poliee 066~eeJt Jtetated. It wou.fd have been betteJt 
to have fteUeved heJt 6Jtom duty a1.UogetheJt, even ~6 .6he wou.fd have eontinued 
to Jteeuve pay, ltatheJt than keep heJt ~ a pO.6ilion that ~he eou.fd Ul.>e to 
~e a "like woJtk, like pay" ~.6ue. SM FJtMweo hM, .6~ee 1978, .6peeded 
up th~ te.Jun.i.nation pftoeedW1.~. 

7. Though the numerical grades given to the plaintiff on her 
DoO.R.'s and S.W.T.R.'s were designed to convey an objective assessment of 
Ms. Fadhl's performance, it is clear from the evidence of their application 
that the grades given were subject to the judgment of the person conducting 
the evaluation. As a result, the numerical grades received by the plaintiff 
were often inconsistent with either the guidelines themselves or with the 
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training officer's narrative description of Ms. Fadhl's performance. For 
example, Officer W. '5 description of Ms. Fadhl 's most acceptable performance 
of the day on D.D.R. 22 characterizes that performance (a ~epo~ that ~he had 4It 
«J.IU.ttenJ as "flawless ll

, yet the grades given in the applicable performance 
categories are all fours (4 I s), indicating minimally acceptable performance. 
The discrepancy between plaintiff's performance and the scores for her per-
formance bears out the testimony concerning the potential for subjective 
grading inherent in the evaluation system used in the Program. 

We c.oui.dn't ag~ee mo~e! Th~e -i.4 a "pote..nti..ai. nO~ ~ubjec.Uve g~acUng" 
and like any to ol, the ~ ~ may ab~ e U and ~ e i.;t in a way 6 o~ whic.h U 
WM not du.£gnw. F. T.O.'~ m~t be c.Me6tU .£vI. thw c.hoic.e 06 wo~cL6 M 
we ~ee h~e (and will. ~ee ~ewheJteJ. A "6law.e.u~" peJtno~anc.e -i.4 wouh 
a "7", not a "4." The c.ouU point.I.J aut -i.4~uu heJte whic.h Me c.JU;tic.a1.. 
6o~ p~og~ ennec.Uvenu~, in p~c.~ the -i.4~uu an no.e..e.owing the 
gLUdeUnu and bung ~Me that naJ1Jl..lJ.:ti..ve c.omment.I.J .6Uppo~ the n.umvUc.a1.. 
MUng given bt that p~~ c.atego~y 06 p~60~anc.e. 

8. The F.T.D. 's and Field Training Sergeants who trained and 
evaluated the plaintiff did not apply the evaluation guidelines to Ms. 
Fadhl 's performance in the same manner as they applied the guidelines 
to the performance of male recruits. The guid~l'nes were applied less 
favorably to Ms. Fadhl than to male recruits. Male recruits, unlike 
plaintiff, received scores higher than those called for by the evaluation 
guidelines, including acceptable scores where unacceptable scores were 
ca 11 ed for. The c.ouU then c.ontinuu by c.i.:Ung ~ev~a1.. examplu. 

Onc.e again, U .6hou1.d be &eM to the ~eadeJt that the peMon applying 
the ~tandMcL6 and nat the ~tandMcL6 them~eR.vu Me bung btdic.ted h~e. 
F. T.O.'~ who allow the.»c. neeUng~ about "Women in £.a..w ennO~c.eme.nt" o~ 
people with lu~ than c.ompatible peMonaUtiu in6.tuenc.e th~ objec.Uv­
Uy Me c.oMt.£ng ~Mt~ 6o~ them~eR.vu and 6o~ the p~og~. 

9. Defendant's stated reason for terminating the plaintiff was 
Ms. Fadhl '5 failure to perform as a consistently acceptable level in 
various categories to include driving skill under normal and stress condit­
ions, field performance under stress conditions, officer safety, use of 
physical skill to control conflict and use of common sense and good judgment. 
Plaintiff has demonstrated that her inability to perform was not the true 
reason for her termination, and that she has been the victim of intentional 
discrimination because of her sex. 
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10. At trial, several of plaintiff's training officers testified 
to events or circumstances not reflected in the narrative portions of Ms. 
Fadhl 's written evaluations in an effort to explain the scores given to 
Ms. Fadhl's performance. Such post-hoc explanations and rationalizations 
of Ms. Fadhl IS treatment while a recruit are entitled to little or no weight 
in light of the defendant's policy, testified to by Sergeant B., among others, 
of thorough contemporaneous documentation of recruit performance. 

The. me.!.l-6age. heJLe. -6houtd aL60 be. c..te.aJt. Say it now Oft 60fte.veJL ho.e.d YOUfL pe.ac.e.! 
The. :t.i.me. ~o be.gin. c..te.aJt, c.oncM e. and c.omp.e.de. doc.ume.n;t.a.tion JA ~he. 6fu~ day. 

11. Several of the officers involved in the training and evaluation 
of the plaintiff expressed a bias against female officers. 

a. F.T.O. W. described the plaintiff, in A.W.E.S. as "too much 
like a woman," and his testimony at trial in no way refuted the obvious 
inference to be drawn from this statement that being a successful policr: 
officer requires, at some level, not being female. 

b. Field Training Sergeant D., criticizing plaintiff's "police 
attitude" in S.W.T.R. 4, stated that "After work she can become feminine 
again. II 

c. F.T.O. M , in A.W.E.S. 6, described Ms. Fadhl as livery 
ladylike at all times, which in the future may cause problems," and told 
plaintiff at one point not to cross her legs because it made her look "too 
much like a lady." As Officer M."s testimony at trial revealed, the concern 
underlying these statements was officer safety (~~he. -6c.e.ne. 06 a dome.!.ltic. 

dJA pute., Fadh.e. -6~ well bac.fz. in a c.hcUJt and c.Jt0-6-6 e.d hell. .e.e.g.6. M. .6ugg e.!.l~e.d 

:that .6he. .6hou1.d .6U on :the. e.dge. 06 ~he. c.haht w.U:h heJL 6e.d 6W on ~he. Mooft 

.60 :t~ -6he. c.ou1.d move. quic.kly in -6he. had :to.) By referring to the plaintiff 
as 1I1 adylike," ·rather than unsafe, F.T.O. M. communicated to Ms. Fadhl, as 
to the court, his belief that women police officers are not safe police 
officers. 

BMe.d on my peJL.6ona.f. Iz.now.e.e.dg~ on M. 1 am .6UfLe. :t~ ~he. c.o~ "c.h0-6e." ~o 
a:tta.c.h ill peJL.6ona.f. -6ubje.c.tivUy ~o :th-Lo JA.6ue. and .e.oolz.e.d be.yond ~he. 
~e.!.l:t.i.mony ~~ no b.£a..6 Wa.6 .in.:te.nde.d. The. j udg e. WM paJttic.u.f.aJt.e.y .6 e.n..oilive. 
about fte.6eJLe.nc.e.!.l ~o ~he. p.ta).n.ti66'.6 .6e.x. We. do agfte.e. wUh :the. judge. ~~ 
:the. be.:t:teJL e.xp.ta.n.a:t.£on 60ft why Fadh.e. .6hou.f.d no~ have. c.Jt0-6.6e.d hell. .e.e.g.6 WM 
~~ ~~ ac.tion WM un..oane.. 

12. It was shown through testimony that no effective mechanism 
for screening out of participation as F.T.O.'s and Field Training Sergeants 
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individuals biased against women was employed by the Department. 

We. do not n e.el a ..fA ne.c.eJ.>.6aJty to LUna F. T. O. '.6 to th0.6 e. who do not 
que..6.ti.on wome.n ct6 poUc.e. 0 n nic.eJr...6 • It would be. w..L6 e., howe.v vr.., to .e.e.a.ve. 
the. .t.tr.a..UUng and e.va..e.ua.ti..on to tho.6 e. F. T. O. '.6 who wvr..e. .6UppoJt.;t..,{.ve. 0 n wome.n 
bl. the. job oJr.., at WOJr...6t, ne.LLttz.a£ on the. -W.6ue.. The. Jr..e.a..t J...6.6ue. hvr..e. ..fA 
whe.thvr.. OJr.. not an onnic.vr.. c.an .6ubve.Jr..t hJ...6 bict6eJ.> and noUow the. guidelineJ.> 
whic.h aJte. pvr..nOJr..manc.e. Jr..e.We.d. 

13. Plaintiff Fadhl, as well as other officers who testified 
in her behalf (thvr..e. wvr..e.n't marty a.nd .6ome. .6hou£.d have. be.e.n de..6c.tUbe.d ct6 

"e.x-on6ic.eJr...6" ct6 pJr..e.ViOM.e.y te.Jr..minate.d pe.Jr...6onne1. wvr..e. me.mbe.Jr...6 on the. gJtoup) 

frequently received conflicting instructions from their F.T.O.'s concerning 
the definition of acceptable performance in the areas deemed by the Police 
Department to be critical to plaintiff's termination. For example, Ms. 
Fadhl received a score of 2 in category 20, Officer Safety, for placing 
a non-violent misdemeanor suspect in a patrol car without handcuffing him, 
though plaintiff's undisputed testimony at trial was that she was taught 
at the Police Academy that she had discretion in deciding whether to place 
handcuffs on non-violent non-felons. "mixed messages" like this one made 
it difficult if not impossible for the plainttff'to know what was expected 
of her and to perform accordingly. 

The. pJtob.e.e.m 06 .6ta.nda.Jtdization On .t.tr.a..UUng and pJr..oc.e.duJr.e..6 aJti.6e..6 moJr..e. 
than any othvr.. ..fA.6ue.. The. c.omme.YLt.6 On the. c.oUJtt maize. a c..te.aJt that the. 
Fie1.d TJr..a.J..nJ..ng and Eva.Wa.ilon PJr..ogJr..a.m mMt WOfl,Iz hand in hand wU.h the. 
Ac.a.de.my to te.a.c.h the. .6a.me. thing.6. FUJtthvr.., F. T. 0 • .6 mMt be. a.wa.Jte. 0 n, and 
a.dhe.Jte. to, de.paJttme.nt poUc.y to avoid .6 e.nding the. "mixe.d me..6.6ag e..6" aUude.d 
to by the. c.oUJtt. 

14. As defense witnesses involved with the F.T.O. Program 
testified, positive feedback from training officers and sergeants is 
important to a recruit's successful completion of the Program. Though 
the evidence shows that plaintiff's F.T.O.'s gave positive reinforcement 
to other recruits, the evidence supports the conclusion that Ms. Fadhl 
did not receive the same consideration. 

PO.6ilive. ne.e.dbac.1z ..fA ve.Jty J..mpoJr..ta.nt and F. T. O. '.6 mMt be. .6uJr.e. that a J...6 
give.n both ve.Jtba.Uy and in WtU.thtg. M.6. Fadh.e.'.6 pe.Jr...6ona.Uty Wa..6 .6uc.h tha..t 
the. F.T.O. '.6 did not e..6pe.c.J..a.Uy Uize. hvr.. and, C.OYL.6e.que.nt.e.y, nound a haJtd 
to c.ompLUne.nt hvr.. whe.n .6he. did we.U.. Onc.e. again, peJr...6onaLUy J...6 an ..fA.6ue. 
on.ty i6 a adve.Jr...6 ely an n e.c.t.6 pvr..n oJr..manc.e.! 
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15. The plaintiff testified and the court finds, despite 

the contrary testimony of F.T.O. H., that Officer H. implied that Ms. 
Fadhl could receive a good performance evaluation if she granted him sexual 
favors. Such conduct is entirely inconsistent with the support acknowledged 
by the defendant to be important to successful completion of the F.T.O. 
Program. 

We. w.£U ne.veJt. know how mu.c.h :tJw..th :theJt.e. WM :to M.6. Fadhl'.6 :te..6:Umony '£1'1. :th.£.6 
Mea bu.:t F. T. O. '.6 .6 hou1..d .6:tu.dJ..oLl..6ly a.vo'£d any .6:ta:teme.n:t6 oft a.c.ti01U :that 
m'£gh:t be. c.olU,£deJt.e.d ".6e.xu.aR.. advanc.e..6". 

16. Testimony from female ofyicers trained by Ms. Fadhl's 
F.T.O. 's and Field Training Sergeants that these training officers were 
not hostile to them as women but were in fact supportive of their efforts 
as trainee recruits is not persuasive that these officers were not hostile 
to the plaintiff because she is female. The female officers who testified 
for the defendant were indeed a very impressive group. However the fact 
that such outstanding women succeeded in the F.T.O. Program undei the 
tutelage of plaintiff's training officers reinforces rather than under­
mines the inference that must be drawn from plaintiff's evidence, i.e. that 
the plaintiff, because she is a women, was suojected to a higher standard 
of performance than were male recruits. 

FJr.ankR..y, no one we. have talked :to c.an ye.:t unde.Jr..6:ta.nd what :the c.ouJr.:t .£.6 .6ay'£ng 
'£1'1. :the. unde.tt..Une.d .6 e.n.:tenc.e. I:t .6:tJr.,£ke..6 LI..6 :that :the. c.ouJr.:t ac.knowle.dg e..6 .6ome. 
.£mpfte..6.6'£ve. :te..6:Umony and :the.n, c.on:tJr.adJ..c.:tomy, c.ho0.6e..6 :to .6e.e. li a .6UppoJr.:t,£ve. 
06 :the. pR..a,£nti66'.6 po.6.£tlon. Oh we.R..R.. ••••••• 

17. The plaintiff has met her ultimate burden of persuasion that 
she has been the victim of intention'al discrimination in showing the 
defendant's proferred explanationfor her termination was pretext. The pre­
ponderance of the evidence shows that Ms. Fadhl was held to a more stringent 
standard of performance because she is a woman and thus her sex was a signif­
icant factor in her termination. 

18. Plaintiff is entitled to a final judgment against defendant 
in the amount of $57,880.00 reflecting pay she would have received but 
for her wrongful termination by defendant, less income actually earned since 
the termination. Plaintiff shall also receive interest on this back pay. 
Plaintiff is also entitled to a final judgment against defendant for the 
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additional sum of $14,080.00 per year as front pay for a period of two 
years, to enable plaintiff to acquire an education equal to that which she 
acquired in preparation for her employment by defendant, for a total of 
$28,160.00. An award of front pay is appropriate in a case such as this 
one where reinstatement is an inappropriate remedy because the antagonism 
generated by the litigation prohibits the re-establishment of an effective 
employment relationship. Plaintiff is entitled to her costs of suit, includ­
ing reasonable attorneys' fees for representation in this case. 

DATED September 2 1982 T.E.H. 
UNITED STATES DISTRICT JUDGE 
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Field Training for Police Officers: 

Newly hired police recruits tradition­
ally have received most of their basic 
training in the classroom. This train­
ing, which is one of the most important 
functions any police agency under­
takes, tries to give recruits basic 
competency to perform as patrol 
officers. 

_ost academy training programs, 
however, leave a wide gap between 

From the Director 

Police departments are only as good as 
the people in them. Without high 
caliber personnel, the effort to serve 
the public will fall short. That quality 
of personnel is a product of selective 
recruitment and training. The field 
training concept for post academy 
police recruits adds to the classroom 
training most recruits receive. These 
programs not only train officers, they 
also evaluate them. Recruits may 
experience patrol techniques under 
controlled conditions during academy 
training. But this brief experience may 
not adequately prepare a police officer 
to work the street alone. 

Recruits must confront and solve more 
than classic, textbook problems. The 
situations they encounter in field 
training are variations on the themes 
they study during basic training. In a 
fieid training situation, for example, a 
new recruit may be evaluated when 
interviewing a robbery victim. To be 
successful, the recruit needs to exhibit 
sensitivity to the victim' s state of mind 
and a level of common sense, as well 

State of the Art 
Michael S. McCampbell 

the classroom and the "real world" of 
police work. Field training programs 
therefore play a significant role in 
teaching new officers to handle 
themselves effectively on the job. 
Exposure to actual street experience 
and accompanying patrol situations 
helps recruits apply principles they 
have learned in the classroom to live 
situations. 

as knowledge about departmental 
practice and procedure. Vehicle 
pursuit is another field training situa­
tion in which the recruit must exhibit 
not only skill and knowledge, but also 
have the ability to judge when the 
danger to the public is too great and 
break off the pursuit. 

Exposure to real street experience and 
accompanying patrol situations can 
help recruits apply what they learned 
in the classroom to the "real world" of 
police work. Field training evaluates 
not only whether the new officer has 
internalized department policy and 
accepted procedure, but how he or she 
applies person-to-person skills in 
handling those policies and procedures. 

Field training usually occurs im­
mediately after the recruit completes 
the classroom portion of basic training. 
In the final phase offield training, the 
recwit may actually perform all the 
functions of a patrol officer, while the 
field training officer evaluates the 
recruit's performance and suitability 
for the position. 

The earliest formal field trainin{! 
program appears to have been e~stab­
lished in the San Jose, California, 
Police Department in 1972. The San 
Jose program originated as a result of 
a 1970 traffic accident involving an 
on-duty San Jose police recruit who 
was negligently operating a police 
vehicle. A passenger in the other 
vehicle was killed, and the officer was 
seriously injured. The city sub-

For a number of years, recommenda­
tions to improve management of police 
departments have included the im·· 
plementation of field training pro­
grams. This Research in Brie/presents 
the results and recommendations of a 
national survey of field training pro­
grams in police departments. Four 
police departments (San Jose, Califor­
nia; Newport News, Virginia: 
Flagstaff, Arizona; and Largo. Florida) 
served as indepth case studies for 
applications of their field training 
programs. 

Both the survey results and the onsite 
visits of the field training programs 
offer effective ways for agencies to 
improve their selection and training 
processes. Given the current interest in 
law enforcement accreditation, thme 
law enforcement agencies that do not 
already have a field training program 
should seriously consider implement­
ing one; tho.se that do have programs 
should seek ways to improve them. 

James K. Stewart 
Director 
National Institute of Justice 
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sequently dismissed the officer, and a In 1965, the President's Commission • How many agencies in the United 
review of the personnel records on Law Enforcement and Administra- States conduct field training pro-
revealed serious inadequacies in the tion made numerous recommendations grams? 
department's recruit training and to improve the management of police e evaluation procedures. departments, including a recommen- • What characteristics are common to 

dation that agencies implement super- all field training programs? 
Today, the "typical" field training vised field training programs. 
program consists of formalized, • What impact, if any, have field 
on-the-job instruction by specially In 1973, the National Advisory training programs had on civil liability 
selected and trained personnel called Commission on Criminal Justice suits or EEO compiaints filed against 
Field Training Officers (FTO's). Field Standards and Goals recommended user agencies? 
training (generally combined with that a minimum of 4 months of 
periodic evaluation of the recruit's coached field training be included as • What art: the costs offield training 
performance) usually occurs im- a regular part of the recruit training programs? 
mediately after the recruit completes process. The Commission recom-
the classroom portion of basic training. mended that coaches (i.e., FTO's) • In what ways can field training 

receive 40 hours of specialized train- programs be improved? 
Field training programs often are ing and encouraged coaches to 
divided into three or more phases. evaluate recruits. 
Although agencies may vary the The survey 
length of the phases, each program Criminal justice scholars, including 

The research project consisted of two normally consists of an introductory Wilson and McLaren (1972), 
phase and several training and evalua- Goldstein (1977), and Territo et al. major parts-a survey questionnaire 
tion phases. During the introductory (1977), have suggested that field and site visits to four agencies with 
phase, the recruit becomes familiar training programs are important tools well developed field training pro-
with agency policies and local laws; in developing effective police officers. grams. The survey questionnaire, 
during the training and evaluation which consisted of 33 mUltiple re-
phases, the recruit is gradually intro- The concept offield training received sponse questions, was designed both 
duced to the more complicated tasks its most important support from the to identify law enforcement agencies 
patrol officers confront. Commission on Accreditation for that use field training programs and to 

Law Enforcement Agencies, Inc. describe various aspects of those 
A final phase, consisting solely of (CALEA) in 1983. This organization, programs. e evaluation of the recruit's perform- the Nation's only police accrediting 
ance, also may occur. During this agency, devoted an entire chapter of Questionnaires were sent to 588 
phase, the FTO may act strictly as an Standards for Law Enforcement randomly selected State and local 
observer and evaluator while the Agencies exclusively to training. The agencies. The agencies were selected 
recruit performs all the functions of a chapter contains 45 standards for with the assistance of the National 
patrol officer. This final test deter- training, one of which requires all Criminal Justice Reference Service 
mines if the recruit is able to work agencies seeking accreditation to (NCJRS), which maintains a com-
alone. conduct formal field training for their puterized data base of criminal justice 

recruits. This standard, along with the agencies. Table I presents the sample 
This Research in Brief presents the nearly 1,000 other standards as- of agencies that received a question-
results and recommendations of a sociated with CALEA accreditation, naire and also the agencies that 
national survey of field training was approved by the four major law responded. 
programs in police departments across enforcement associations in the United 
the country. The survey was aug- States: the Police Executive Research 

The findings mented with case studies in four police Forum, the International Association 
departments. of Chiefs of Police, the National 

Sheriffs' Association, and the Na- The most important findings from the 
tional Association of Black Law survey questionnaire have 

The need for field training Enforcement Executives. implications far beyond the scope of 
the initial research questionnaire. 

Although field training programs are 
The goals of the field • The trend in law enforcement relatively new to American policing, 

various authors and commissions have training research project training is toward the use of field 
long recognized the need for such training programs, and the trend is 
programs. In response to the continuing emphasis relatively recent: 67 percent (122 

on field training programs, the Na- agencies) reported that their programs 

tional Institute of Justice sponsored are less than 10 years old. Agencies 

Points of view or opinions expressed in research to examine the following of every size and in all sections of the e this publication are those of the author questions and to make recommenda- country have some form of a program. 
and do ndt necessarily represent the tions: Sixty-four percent (183) of all 
official position or policies of the U.S. respondents reported that they have 
Department of Justice. a field training program. 
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Table 1. 
Samples of agencies 

e Agencies that 
received a 
questionnaire 

Agency size 'N % 
(number of 
s¥lorn officers) 

300 plus 277 100 
200-299 109 100 
100-199 35 10 
50-99 84 10 
25-49 83 _5 

Total 588 

However, a substantial portion (105 
or 36 percent) reported that they do 
not use field training programs, Of 
these agencies, 49 percent reported that 
they provide on-the-job training with 
a semor officer combined with addi­
tional classroom instruction in lieu of 
fi~ld training; 46 percent reported 
uSI~g only on-the-job training with a 
semor, officer. The remaining 4 per­
cent ~Ither use no additional training 
or failed to answer the question. 

_ the discussion that follows. all 
percentages pertain only to the 183 
agencies (64 percent of all respond­
ents) that reported usingjield training. 
programs. 

• The San Jose Police Department 
field training program is the model for 
a large percentage of programs: 57 
percent (l05 agencies) attribute their 
program directly to the San Jose 
model. 

• Field training programs appear to 
have been implemented in response to 
perceived personnel problems and the 
need to improve the recruit training 
process. These reasons were reported 
by 95 percent (173 agencies). 

• Field training programs appear to 
have reduced the number of civil 
liability complaints filed against law 
enforcement agencies. Of the agencies 
v.:ith programs, 30 percent (54 agen­
cIes) reported fewer of these com­
plaints as a result of their programs. 

• Field training programs also may 
~e associated with a decrease in EEO 

compl.aints. Twenty-one percent (38 
agencIes) reported that they observt:d 

Respondents 
Respondents with programs 

N % N % 

142 51 107 75 
40 37 .'} 29 73 
27 77 14 52 
34 41 18 53 
45 54 15 33 

288 49% 183 64% 

~ decrease. in these complaints since 
lmplementmg their programs. 

• Recruit evaluation is an important 
part of most field training programs. 
The majority of respondents (65 
~ercent) reported using daily evalua­
tIOn of recruits. Additionally, more 
tha~ 95 percent reported using stand­
~rd~zed evaluation guidelines and 
mdlcated that they could dismiss 
recruits based on'poor performance. 

~ The field Training Officer. (FTO) 
IS the sl~&le most critical position in 
field trammg programs. Agencies 
reported devoting considerable time 
and res~u~ces to selecting, training, 
and retammg FTO's. Eighty-two 
percent (150 agencies) reported that 
th~ir FTO's re~eived special training 
pnor to assummg their duties. How­
ever, only 40 percent (74 agencies) 
reported that their FTO' s receive extra 
pay. 

• The costs associated with field 
trai!ling programs appear to depend 
mamly upon whether FTO's receive 
extra compensation, either as salary 
supplements or overtime pay. The San 
!ose ~olice Depa~ment reported that 
ItS maJor costs are mcurred by paying 
FTO's an extra 5 percent above a 
patrol officer's salary. San Jose keeps 
these costs to a minimum by paying 
the extra salary only when the FTO is 
actually assigned to train a recruit. 

• Respondents identified the major 
benefits ?f field training programs as 
standardIzation of the training process 
and better documentation of recruit 
performance. Better documentation 

3 

!mproves the ~g.ency's ability to make 
mformed deCISIons about recruit 
retention. 

• Field training programs have 
several characteristics in common: 
Training is divided into identifiable 
phases; the personnel who train 
recruits are specially selected and 
trained; trailiing and evaluation 
techniques are standardized and 
evaluation by FTO's occurs ref.!ularlv· 
and programs are used to conti~ue thee' 
personnel selection process, 

• Generally, respondents suggested 
that field training programs could be 
enhanced b~ upwading the quality of 
the FTO, pnmanly through improved 
FT~ selection, training, and compen­
satIOn. 

Detailed descriptions of 
programs through site visits 

In addition to the questionnaire re­
sponses, .the research findings were 
based on mdepth examination offield 
training programs in four police 
departments: San Jose, California 
(1,000 sworn officers); Newport 
News, Virginia (236 sworn officers): 
Flagstaff, Arizona (59 sworn officers): 
and Largo, Florida (99 sworn offi­
cers). The site visits contributed better 
understanding of the "real world" 
aPI?lication offield training programs. 
Chlefs~ managers, field training 
supervIsors, FTO's, and recruits were 
interviewed at each site, and the 
documentation (manuals records 
policies~ etc.) of each site's prog~am 
was revIewed and analyzed 
thoroughly. 

The programs differ in many ways, 
but they also have many things in 
common: Each program has distinct 
phases of training with specific types 
of training that occur in each phase' 
the FTO's evaluate each recruit ' 
officer's performance and are respon­
SIble for determining the recruit's 
suitability for the position; FTO' s are 
carefully selected and trained before 
they assume their duties; and the 
agency's chief executives are commit­
ted to the concept of field training . 

~an J?se, California. As the ques­
tIOnnaIre responses showed the San 
Jose Police Department's fieid training 
program has become a model for law 
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enforcement agencies across the 
country. The San Jose program is 
highly structured and goes far beyond 
the usual field training process. 

Control is the one word that best 
describes San Jose's program. The 
department controls the entire 14-
week process very tightly by using 
standardized lesson plans, training 
guides, and departmental policies. 
Every effort is made to ensure that all 
recruits receive the same opportunity 
to succeed. 

The Patrol Division administers the 
field training program; six-officer 
teams consisting entirely of FTO's 
and their sergeants conduct the train­
ing. These teams work only in specific 
sections of the city that have been 
identified as areas that provide the best 
opportunity to introduce the recruits 
to a cross section of police work. The 
recruit normally spends 4 weeks with 
three different FTO's. As in other 
field training programs, the FTO's 
must train recruits in addition to 
performing their normal patrol duties. 

Recruits receive a combination of 
c1assro'om and practical skills instruc­
tion in addition to on-the-job training 
with the FTO. FTO's evaluate recruits 
daily~ sergeants evaluate them weekly. 
In the final 2 weeks of training, an 
FTO rides in plain clothes with the 
recruit and if performance is satisfac­
tory, the recruit is then allowed to 
work a beat in a solo capacity. If not, 
the recruit is given remedial training 
in weak areas and reevaluated at a later 
date. Exhibit 1 shows the San Jose 
training process. 

Newport News, Virginia. The New­
port News Police Department began 
its field training program 3 years ago 
when a progressive chief (who has 
since left) was hired from outside the 
agency. He recognized that the prac­
tice of using untrained, possibly 
unqualified senior officers to train 
recruits was inadequate. 

Newport News has a "basic" field 
training program. It is representative 
of many programs across the country 
in that it is loosely based on the San 
Jose model but lacks the depth of that 
program. It has neither the heavy 
emphasis on evaluation nor the strict 
reporting requirements of the San Jose 
program. 

FTO's are assigned to all patrol squads 
throughout the city and are supervised 
by patrol sergeants. However, primary 
responsibility for operation of the 
program rests with a staff unit, the 
Administrative Services Bureau. 

evaluation, standardization of train­
ing, and evaluation. Flagstaff's pro­
gram demonstrates how the concepts 
found in large-scale field training a 
programs can be successfully inte- • 

As in San Jose, each recruit normally 
works with three different FTO' s over 
a period of 12 weeks. The FTO's 
evaluate their recruits every.~ weeks; 
the sergeants evaluate the recruits 
monthly. At the end of 12 weeks, an 
FTO rides with the recruit an addi­
tional 4 weeks to determine if the 
recruit is capable of working alone. 

Like San Jose, Newport News follows 
a training guide that defines all subject 
areas. However, this guide has much 
less detail than San Jose's program 
material. 

Flagstaff, Arizona. Flagstaff's pro­
gram is 7 years old and has many 
elements in common with the other 
models, i.e., training phases, daily 

Exhibit 1 

San Jose field training process 

Phase I 

Weeks 1-16 
Academy and in·house training. 

Phase II 

Weeks 17-18 
Assigned to primary FrO. No evaluations. 

Weeks 19-28 
Daily observation repons by FrO's with weekly 
evaluation repons by supervisors. 

Weeks 29-30 
Daily and weekly repons continue, but primary 
FrO rides in plain clothes with recruit. 

Phase III 

Weeks 31-34; 

grated in a small agency with only 59 
sworn officers. 

FTO's are assigned to all patrol squads 
and work all areas of the city. The 
patrol sergeants are expected to 
assume the role of field training 
supervisors when recruits are assigned 
to their squads for training. Each 
recruit works with three FTO' s during 
a 9-week period in which the recruit 
is evaluated daily by the FTO's and 
weekly by the sergeants. At the end 
of 9 weeks, a corporal evaluates the 
recruit for 2 weeks. 

One segment of the Flagstaff program 
is unique. During the final week of 
training, the recruit is assigned to the 
Criminal Investigations Section to 
become familiar with investigative 
procedures including case preparation. 

14 weeh 
regional 
academy 

PHASE I 
Weeks 1 to 16 

~o . 

Recruit works a solo beat outside the Training District. Supervisors evaluate 
biweekly. 

Weeks 37-40 
Recruit continues solo beal. Supervisors evaluate monthly. 

Weeks 41-44 
Recruit continues solo beal. Ten Month Review Board meets to recommend 
retention. remedial training. or dismissal. 

. Weeks 45-52 
Reserved for remedial training if needed. Special board meets to review the 
performance of recruits with deficiencies. 

4 
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use of evidence, grand ju.ry procedures, 
and other aspects of investigation. 

Aollowing this week, the recruit is 
~ssigned to a patrol squad for regular 

duty. 

Largo, Florida. Largo's field training 
program differs considerably from the 
others. The first part of most field 
training programs introduces recruits 
to patrol duties, but in Largo the 
process begins by assigning recruits to 
the investigative, administrative, and 
traffic functions. Patrol skills are the 
last subject area the recruit learns. The 
philosophy behind this 5-year-old 
approach is that recruits are better 
qualified to operate in the patrol 
environment if they learn these other 
skills first. 

During the first 6 weeks of the field 
training program, the recruits learn 
departmental policies, report writing, 
and State and local laws; skills training 
in firearms and baton; and on-the-job 

training in crime prevention, com­
munications, investigations, property 
control, and accident investigations. 
During this period, recruits are 
evaluated weekly by specially desig­
nated personnel within each special­
ized unit. 

For the next 6 weeks, recruits are 
assigned to patrol field training. This 
phase has many things in common 
with the San Jose program, including 
daily evaluation by the FTO and 
training program guides. However, in 
Largo, the recruit is assigned to one 
FTO only and works only one shift. 

The final segment of the Largo pro­
gram is called the "shadow phase. " In 
this phase, which usually lasts 1 week, 
the recruit patrols an area alone while 
an FTO patrols an adjacent area. The 
FTO evaluates the recruit's perform­
ance by observing how he or she 
handles the day-to-day assignments of 
a patrol officer. 

PHASE II 
Weeks 17 to 30 

Another unique feature of the Largo 
field trair"Jing program is the use of an 
oral review board to determine recruit 
proficiency. Although other agencies 
use oral boards to review a recruit's 
progress, Largo requires the recruit to 
appear before this board at the end of 
each phase and to pass an examination. 
The first three appearances before the 
board consist of a structured interview 
combined with proficiency examina­
tions in skills such as baton use and 
handcuffing. The final appearance 
employs role playing in various 
scenarios in which knowledge. skills. 
and abilities necessary to be an effec­
tive patrol officer are used. The board 
consists of management and nonman­
agement personnel who determine 
whether the recruit will be retained or 
dismissed. 

Recommendations for field 
training programs 

Findings from both the survey and the 
site visits indicate that field training 
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programs offer effective ways for 
agencies to improve their selection 
and training processes. The savings in 
money and resources that result from 
quality field training programs can be 
better used to accomplish the agency's 
primary mission-protection of life 
and property. 

Law enforcement agencies that do not 
already have a field training program 
should seriously consider implement~ 
ing one; those that do have programs 
should seek ways to improve them. 
Agencies will find that the following 
recommendations require a commit~ 
ment of agency time and resources, 
but the results are well worth the 
effort. 

Chief executives should view the 
field training program as a normal 
part of the recruit selection process. 
Commitment by the agency head is of 
paramount importance to success of 
the program, and all policy statements 
that describe program goals should 
reflect this commitment. 

PHASE 1II 
Weeks 31 to 52 

Administrative control of the field 
training program in larger agencies 
should be assigned to the patrol 
function. Field training is so closely 
related to patrol that it should not be 
organizationally far removed from it. 
Assigning the program to patrol will 
reduce the administrative problems 
that inevitably occur when program 
policy formulation and decisionmak~ 
ing is split between two functional 
areas of the agency. For example, 
assigning FTO' s to patrol, but requir~ 
ing them to answer administratively to 
another unit may increase the paper~ 
work flow and decisionmaking process. 

All training in the field program 
should occur in a planned, or­
ganized sequence and be identified 
by clearly written policies. A well~ 
structured field training program 
increases the possibility that all 
recruits will receive the same quality 
and quantity of training. The chances 
are reduced that critical subject areas 
will be overlooked. Individual FTO's 
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comes vulnerable to lawsuits within 
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Agencies should use standardized 
evaluation guidelines to reduce 
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unacceptable performance will ensure 
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evaluating every recruit. Standardiza­
tion is one of the keys to fair, impartial 
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FTO's should give recruits a written 
evaluation every day. First, and most 
important, this procedure ensures that 

a; recruit receives immediate feed­
.ck and thus learns more quickly. 

Second, daily evaluation ensures that 
the FrO remembers how the recruit 
perfonned in a specific situation. 
Weekly evaluation may tend to dilute 
the evaluation into generalized state­
ments that are less effective in docu­
menting poor perfonnance. 

Daily evaluation also ensures that 
poor perfonnance trends are more 
quickly identified, documented, and 
remedied. This jQb-reJated standard­
ized documentation is especially 
critical in reducing the number of 
suc;:-essful appeals of personnel deci­
sions resulting from poor perfonn­
ance. 

Each recruit should be assigned to 
several FTO's. This will allow 
different experienced trainers to 
observe and evaluate the recruit. It 
will also prevent the possibility of bias 
and personality conflicts that could 
interfere with the training process. .e FTO's role as a trainer and 
patrol officer should be well defined. 
Particular attention should be given to 
avoiding conflict between the two 
roles. The FrO's duties should be 
clearly defined in a manual that 
completely describes the field training 
program. 

Agencies should conduct a job task 
analysis for the position of FTO. 
This will ensure that the most qualified 
person is selected for this critical task. 
It will also assist in tailoring effective 
training programs for FrO's. 

FrO's should receive at least 40 
hours of training before they 2!'e 
allowed to assume their duties. The 
emphasis in FTO training should be 
on building skills in leadership, 
motivation, evaluation, and teaching. 
FTO's should receive additional 
annual training to sharpen their skills 
in these critical areas. The use of 
carefully selected and trained FrO's 

•
. a significant improvement over the 

e of senior officers whose aptitude, 
motivation, and abilities to train 
recruits is often left to chance. 
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changes, and highlights, as well as 
program costs and other fiscal data to 
help administrators justify the program 
in budgetary tenns. Such information 
will ensure that the program meets its 
goals and objectives and that selection 
and retention problems are identified. 

In summary, properly administered 
field training programs can result in 
improved service to t~e community. 
The programs are relatively inexpen­
sive to operate, particularly when 
compared with the tax dollars that may 
be saved by reducing civil liability and 
EEO lawsuits. Better trained and 
qualified officers who are the products 
of these programs can increase the 
department's overall effectiveness. 
The direct long-tenn result will be an 
improvement in the department' s 
relationship with the c·ommunity. 

The author is a lieutenant with the 
Arlington County, Virginia, Police 
Department. He conducted this 
research on police field training 
programs between September ) 985 
and August 1986 when he was a 
Visiting Fellow at the National 
Institute of Justice in Washington. 

. D. C. The complete survey responses 
and analysis can be found in the Final 
Report, which can be obtained from 
NCJRS. 
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----TEN REASONS FOR n1PLEMENTING A FIELD TR.~H!ING 

AND EVALUATION PROGRAM IN YOUR AGelCY----

I. PROVIDES FOR A COURT TESTED) EEOC CONSISTENT) PROCEDURE FOR 
DEALING WITH AFFIRMATIVE ACTION ISSUES. 

2. INCREASES SUPPORT FOR ADMINISTRATIVE AND MANAGEMENT POLICIES 

3. THE POSSIBILITY OF NEGLIGENT RETENTION AND NEGLIGENT HIRING 
SUITS IS GREATLY REDUCED. 

4. A COST-EFFECTIVE APPROACH IN THAT NON-QUALIFIEDJ NON-PRODUCTIVE 
PEOPLE ARE NO LONGER RETAINED IN THE ORGANIZATION. 

5. A COST-EFFECTIVE APPROACH IN THAT TRAINEES "GET UP TO SPEED" 
FASTER THAN EVER BEFORE THROUGH EFFECTIVE ON THE JOB TRAINING. 

6. AN AGENCY-WIDE STANDARDIZATION OF·POLICIES., PROCEDURES) TRAINING 
AND EVALUATION DEVELOPS. 

7. THE POSITION OF FIELD TRAINING OFFICER. REPRESENTS AN ADDITIONAL 
CAREER PATH FOR THE LINE OFFICER. 

8. OFFICERS EXPERIENCE AN INCREASE IN MOTIVATION AND t10RALE THROUGH 
~'mR\(ING IN A PARTICIPATIVE CLIMATE AND BY THEIR INVOLVEMENT IN 
A CRITICAL DECISION-MAKING PROCESS. 

9. THE PROMOTIONAL PROCESS BENEFITS FROM HAVING MORE COMPETENT 
PEOPLE IN THE PRm10TIONAL POOL. FIELD TRAINING OFFICERS 
PR,L\CTICE MANY SUPERVISORY SKILLS HHILE STILL LINE MEMBERS. 

10. THE FIELD TRAINING OFFICERS BECOME MORE COMPETENT., KNOWLEDGE­
ABLE AND SAFER EMPLOYEES AS A RESULT OF THEIR ROLE MODEL 
RESPONSIBILITY. 




