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BASIC MANAGEMENT ORIENTATION COURSE 

The Basic Management Orientation Course provides newly 
promoted sergeants wi th the necessary management concepts and 
techniques needed to perform their roles effectively. This 
course gives the police supervisor the technical and supervisory 
competence required of the first line supervisor. 

Supervisory concepts and practices, 
supervisors, administrative duties, basic 
motivatl.onal training of personnel, and the 
police personnel under Community Policing are 
covered in depth. 

legal issues for 
responsibilities, 

expanded roles of 
some of the areas 

The course is divided into three phases. The Phase 1 
Portion. consists of 3 weeks of classroom training at the Police 
Academy and 1 week of precinct orientation. 

PHASE 1 "DJTRODUCTION TO TRAI!':ING AT POLICE ACADEMY 
AND PRECINCT LEVEL" (4 WEEKS) 

A) Initial Police Academy Training (2 weeks) 

B) Precinct orientation (1 week - 2nd platoon) 
- 2 tours of precinct orientation 
- 1 to\.ll- Desk Officer's assistant 
- 1 tour Patrol Supervisor's assistant 
- 1 tour Operations Coordinator's assistant 

(to gain expertise re: precinct communications, 
self-inspections and aciministl-ative 
responsibilities) 

C) Final Police Academy Training (1 week) 

The classroom training consists of lectures and workshops 
conducted by field personnel, subject matter experts and Police 
Academy staff. Topics such as conducting roll calls, posting 
platoons, desk officer duties. public speaking, report writing, 
computer training on SPRINT/FINEST, human relations: and 
leadership training are part of this course. ·This portion of the 
training also includes a presentation from the Police 
Commissioner and other high ranking executives of the Department. 

Phases 2 and 3 of the training program consist of tasks that 
the probationary sergeants will perform while assigned to a 
command. These phases are outl ined in Patl-ol Services Bureau 
Memo No.1. series 1991. Phase 2 (Introduction to Precinct-Level 
Duties) and Phas('"! 3 (Introduction to Precinct Operations) are 
conducted at the precinct level using the Structured Field 
Training manual supplied by the Management Training Sectton. 

Rev. 2/93 
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BASIC ~ANAGEMENT ORIENTATION COURSE OUTLINE 

INTRODUCTION/DEPARTMENT EXECUTTVES 

1. ORIENTATrON, ADMINISTRATION AND PROCESSING 

Opening Remarks, Commanding Officer, Police Academy (1 hr.) 

Present.s an orientation to new supervisors and outlines what. 
is expect.ed of them during the Basic Management Orientation 
Course at the Academy. The Education Tracking Unit speaks 
about the department's education requirements for police 
supervisors and the availability of scholarships and 
financial aid. Individual counseling is provided. 

2. POLICE COMMISSIONER (1 hr.) 

The Commissioner speaks to class on t.he import.ance of being a 
new supervisor and the importance of such a role in dealing 
~ith different sit.uations that t.hey may face. Communit.y 
Pulicing is stressed to ne~ supervisors and how this 
operational philosophy affects t.heir role. Integrity and the 
ideas of police courtesy are also discussed. 

~. CHIEF OF DEPARTME~T (1 hr.) 

Tile Chief discusses the importance of new supervisor's role 
in the department and how t.hey will have t.o make decisions 
at any time and in many cases it. 'could be a life and death 
decision. The Chief stresses t.he work et.hic and its 
importance in dealing with subordinates. New supervisors 
were told what is expected of t.hem in terms of honesty and 
integrit.y. Community Policing is also stressed. 

4. CHIEF OF PATROL (1 hr.) 

The Chief speaks of the importance of the new supervisors 
role in dealing wit.h all important patrol situations. 
Supervision of subordinates is stressed, ~s ar's strategies 
to address poor workers. The patrol function is discussed 
and the importance of notifications are spoken of, as is the 
jssue of protocol and military and police court.esy. 
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\ INTERNAL MONITORING UNITS 

5. INTERNAL AFFAIRS BUREAU (1 hr.) 

Gives an overview of integrity and corruption. Training and 
awareness by the sergeants are stressed. The most serious 
current integrity problems are discussed with the new 
sergeants, as well as strategies to address these problems. 

6. CIVILIAN COMPLAINT INVESTIGATION BUREAU (1 hr.) 

Di~cussed are the meaning of CCIB statistics on rIsIng 
complaints and the priority of reduction is dealt with. 
Training functions of new sergeants are stressed. 

7. I~SPECTIONS DIVISION (1 1/2 hrs.) 

Discussed are. the various requirements of sergeants, 
especially the desk officer. The various records that must 
be maiIltained and the self-inspection process are discussed . 

8. OFFICE OF EQUAL EMPLOYMENT OPPORTUNITY (1 hr.) 

Various violatjons reported to OEEO are discussed. 
Pt"ocedures for hand ling comp 1 a i nts at pr'ee i nc t 1 eve 1 s are 
discussed as are complaints that OEEO handles. Training 
personnel to avoid and prevent incidents is stressed as well 
as the seriousness of this issue to the department. 

9. HEALTH SERVICES DIVISION (1 1/2 brs.) 

Supel"visors responsibil ity relativ~ to .the control of" chronic 
absence and Department sick leave policy is discussed. 
The Department's current policy regarding handling of blood 
borne pathogens is also discussed. 

10. DRUG AWARENESS P.A. St.aff (2 hrs.) 

Iden t i fy ing drllgs and drug parapber'na 1 i a, safety procedures 
at clandestille drug labs and recognizing symptoms of drug 
use among employees are discussed. 
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EMPLOYEE ASSISTANCE PROGRAMS/POLICIES 

11. PERFORMANCE ANALYSIS SECTION (1 1/2. hrs. ) 

A representative discusses everyday problems police may 
encounter and what help is offered and available through the 
Department and outside agencies. 

12. COUNSELING UNIT (1 hr.) 

Referrals are discussed, as ~re counseling' services 
Available to members of the service and their families. 

13. PSYCHOLOGICAL SERVICES P.A. Staff (2 hrs.) 

Suicide awareness and stress management are discussed to 
new supe~visors. A video is alse) shown concerning referrals 
to Psychological Services. 

SUPERVISORY SKILL TRAINING 

14. LEADERSHIP REACTION COURSE P.A. Staff C;' brs.) 

~p~ supervisors are instructed about different leadership 
styles and the rlifferenc:es b0tween managers and leaders are 
discussed. 'Course participants complete a leadership style 
inventory and discuss what styles are more effe~tive in 
diffsl'eIlt situations. This course utilizes experiential 
~~er~ises to stress teRm building. communication and tr~st, 

1:,. SITl;ATIO\AL LEADERSHIP P.A. St.aff 

Different supervisory situations are presented in video 
tape segments. Group discussion is presented, different 
areas of police work are focused on including integrity, race 
relations, motivational techniques, use of force and the 
consequences of poor decision-making. 

L6. MENTORING/COACHING P.A. St.aff (1 hr.) 

17. 

Strategies for effective coaching and staff development are 
discussed. 

CO~FLICT RESOLUTIO\ P.A. Staff (1 hr.) 

An a'.;arelless of situatir.llls hber'e conflict may al'ise and 
meth()ds to hell.l n2.so1y!=~ t.hest:~ conflicts are discussed. 
Participants complete a conflict mode inventory to identify 
their personAl style of ('c1l1flict resolution. 



• 

• 

• 

18. HUMAN RELATIOKS P.A. Staff (7 hrs.) 

Different aspects in dealing with people, both member~ of the 
service and civilians arA discussed in a group discussion 
setting. 

19. REPORT WRITING P.A. Staff (4 hrs.) 

New supervisors are instructed in the proper format for the 
unusual occurrence report. Proper gramma~ is stressed, as is 
proper punctuation. 

20. rrBLTC SPEAKING P.A. Staff (7 hrs.) 

Ke~ supervisors are given training on proper public speaking. 
Techlliques for addressing groups and preparing a speech are 
discLlsspd. 

21. DRILL AXD CERE~O~Y P.A. Staff (2 hrs.) 

Conducting formations and 1'1:>11 call in a mock roll call 
hOl'],sbop along ~~ith a presentation on r'equiredequipment 
and propel' inspection of activity logs is covered. 

22. DESK OFFICER DUTIES (.5.brs.) 

Exp)rdnecl ace various duties ·of the desk officer. Stn"lssed 
are the inspection and verifi~ation of logs and records such 
as stationhousE.! log, inter-r'upted patl~cd log. roll call 
changes, and force and availability figures. Property 
invoicIng procedures are also discussed. Students use a mock 
roll call and a command log jn a workshop format to learn 
the.:se skills. 

23. COMPUTER SCHOOL P.A. Staff (7 hrs.) 

~ew supervisors are given jn-depth training on the operation 
of the Finest and Sprint systems . 
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PATROL II - PATROL SUPERVISION 

24. PROBLEM-SOLVING P.A. Staff ( 1 hr.) 

Problem-solving strategies for Community Policing are 
di.scussed and some conditions where these strategies may be 
appropriate are reviewed. 

25. RESOURCE UTILIZATION/COMMUNITY ORGANIZING 
P.A. Staff ( 1 hr.) 

The sergeant's role in and benefits of community organizing 
are discussed. Also discussed is the concept of "City 
Government in the Community". The role and structure of 
Commllni ty Boards are also stl~essed. 

2(). LEGAL BUREAl' ISSLTES (4 hrs.) 

Issues ri i ~;cussecl inc] ucle : 
a) 
b) 

c) 

d) 

f:.> ') 

f) 

1983 lawsuit vs. members of service, 
General Municipal Law 5DK-identification of members of 
the sel~vicp.. 

Eye\.,;itness Identification - shown is a depr.'1.!~tment film 
and discussion of legal issues related to this ~rea. 
RigllL to Counsel - discussed are constitutional rights 
allli r'ules l~egarding theil' application. 
Seal~ch and SeizUJ~e - discussed \-:Il'E' current issues and net\! 
court decisions. 
Courtroom testimony - proper presentation of cases by 
subordinates is discussecl. 

27. DISORDER CONTROL P.A. St.aff (3 hrs,) 

The proper use of formations in various circumstances are 
taught. The wedge and line formations are shown and new 
supervisors are given hands-on practice in their use. 

28. DEPUTY COMMISSIONER PUBLIC INFORMATION (1 hr.) 

Proper notifications to the press and the correct techniques 
of addressing the media are explained. A video is shown 
depicting police and media relations . 

(1 1, '2 brs.) 

The lJi~;1nry aud fUTlction of the Op(-\rations Unit art-:' 
discussed. The vital r'ole uf ser'gefJnts \.:ith thEl Operatlons 
Cllit ill dealiIlg "'H.h notlfications is stressed. 
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BIAS UNIT (1 hr.) 
\ 

New sergeants are inst\ucted about how to handle a bias 
related incident. Evaluation criteria, reports and 
notifications are discu~sed. 

\ 

CRIME SCENE UNIT (2 ·hrs. ) 

New supervisors are told ~f proper procedures concerning 
crime scenes and are shown how to protect evidence and 
utilize personnel. 

32. EMERGENCY SERVICE UNIT (1 hr.) 

Explained is the function of Emergency Service Unit and how 
ne~ supervisors interact with members of the unit. Videos 
and slides are shown and techniques for handling hostag~ 
barricclrip.rl situations are explained in depth. Temporary 
headquarters procedures are also discussed . 

33. Bmm SQ1:AD (1 hr.) 

ATI experienced memher of the Bomb Squad displays different 
types of explostv8 devices used today. A P.A. staff member 
giv8~ a presentation on proper notifications and safety 
pr'ocedure~; . 

34. HAZARDOl:S ~1AJ'ERIAL PR0.0EDURES P.A. Staff (1 hr.) 

A video tape (md d jscuss i on on t.he pl-oper hand ling of 
hazardous material is presented. 

35. SPECIAL VICTIMS SQUAD (1 hr.) 

36. 

Explained are the procedures for handling child abuse cases. 
Bureau of Child Welfare notifications and procedures for 
interacting \\ith members of this agency are discussed. 

LINE OF D1,;TY INJURY REPORTS 
/ 

;\ec;."hl.lperv; sors are i nstructecl 
fo,lms and rll-OpE~r' notifications 
irijur·ies . 

P.A. St.aff 

on the prnper completion of 
concerning line of duty 
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37. VEHICLE PT..lRSU:0TS/DEPARTMENT VEHICLE ACCIDENTS 
P.A. Staff (1 hr.) 

New supervisors are instructed on their responsibilities 
concerning department vehicle accidents and vehicle pursuits. 

38. MISSING PERSONS P.A. Staff (1 hr.) 

New supervisors are instructed concerning Missing Persons 
Procedures, Special Category Persons and proper preparation 
of reports. 

39. COM~AND DTSCIPLI~E PROCEDURES/CAUSE FOR SUSPENSION 

40 . 

P.A. Staff (1 hr.) 

NeK supervisors are instructed concerning Command.Discipline 
procedures. Suspension and Modified Assignment is also djs­
CUSS~!rl . ThE~ supe)'\, i sor' 's ro 1 e j n thE.! c! j sci p 1 i nary process is 
stressed. 

NO~-LETHAL WEAPONS TR4INI~G P.A. Staff (7 hrs.) 

Demonstrated fire the Tasel' and Shepanl's Crook and tbe "lat.er 
Cannon and the va 1 ue of tbe i r USE~ on EDP 'si n 1 i eu of Dead 1 y 
Physical Force is stressed. New sergeant.s receive instruct-
10Il 1 n the use of the T,"lSer d8V i ce . 

PFRSO;\~EL ISST'ES 

41. OFFICE OF LABOR RF.LATIO~S (3 hrs.) 

Tbis session emphasizes tbe v::ll"ic,us v,-od;. chart.s and sc:bedules 
performed by members of the service and new supervisors. 
Ov~rtime rules, chart changes. port.al to portal and recall 
are discussed and explained. 

42. EVALUATIO~ SYSTEM P.A. Staff 

The new computerized evaluatioIJ system is discussed, with 
emphasis on the new rating system being used and the new 
forms. 
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PR~CESSING/TESTING/CLOSING CEREMONY 

43. COURSE REVIEW P. A. Ste,ff (1 hr.) 

A Promotional Training Unit staff member revi~ws course 
material with participants in preparation for their final 
exam. 

44. EMPLOYEE MANAGEMENT DIVISION (2 hrs.) 

Various personnel forms are completed and fingerprinting of 
new supervisors is accomplished. 

45. SERGEANTS BENEVOLENT ASSOCIATION (2 hrs.) 

Discusses issues of contract and night diff~rentjal along 
\~it.b otbel' topics. Nev.' insul~ance coverage for members of the 
service and family members are explained. Various SBA forms 
are c.omplet.ed . 

'46. FI~AL EXAMINATION (2 hrs.) 

47. CLOSING CERE~O~Y (1 hr.) 

TOTAL HOURS 105 




